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CHAPTER 1. OVERVIEW 


Time Manager gives your IBM Personal Computer 
the power to help you organize and plan your 
activities while maintaining accurate and complete 
records for future reference. These benefits are 
achieved with minimum effort on your part — Time 
Manager and your computer do most of the work. 


Above all, Time Manager is a daily organizer. Each 
day's activities are listed by priority. Appointments 
are listed according to time. Important activities are 
displayed from day to day until they are completed, 
forming a dynamic “to-do” list. Then, when an 
activity or appointment is complete, it becomes part 
of your permanent history file, accessible for years 
to come. 


Time Manager is also a dynamic data processing 
tool. When making an entry you can designate one 
of 26 categories. Later, you can select a category 
for review, and for more specific information, a 
keyword as well. Time Manager scans all entries 

for information which meets your selection criteria. 
In an instant you can access complete files on 
people, projects, events, companies, etc. In addition, 
you may use these features to determine time and 
money expended on projects, activities, or jobs. 
Time Manager also provides a number of notepads, 
for maintaining lists of information which is not 
part of your daily schedule. 


Finally, Time Manager is an invaluable accounting 
tool for home and business alike. Use Time Manager 
to verify expenditures at tax time. Or, create 
expense reports, project evaluations, billing records, 
invoices or internal accounting reports. Time 
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Manager's print feature allows you to obtain hard 
copy of financial information. Use the print feature 
to print out agendas, lists, project summaries and 
unlimited data in numerous categories. These and 
dozens of other features make Time Manager the 
most powerful and flexible personal time 
management program available for microcomputers. 


System Requirements 
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Time Manager can be used with any IBM Personal 
Computer with a minimum of 64K of user’s 
memory, one diskette drive with the IBM Personal 
Computer Disk Operating System and either the 
IBM Personal Computer Monochrome Display or a 
video monitor. 


The Time Manager package includes a PROGRAM 
diskette which contains the actual Time Manager 
program and two DATA diskettes which contain 
holiday and notepad entries as well as entries 
made for teaching purposes. Your Time Manager 
package includes two DATA diskettes — one for 
monitors with a 40 column display and another for 
monitors with an 80 column display. 


Initially, you will need two blank diskettes to make 
backup copies of your PROGRAM and DATA 
diskettes. Later, when you complete the year (or 
months) recorded on your DATA diskette, you will 
need additional blank diskettes to create DATA 
diskettes for the upcoming year. 


An optional IBM 80 CPS Matrix Printer enables you 
to print out the contents of any screen. And, 
though only a single diskette drive is required, a 
second drive is recommended. 
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Display Size 


There are two versions of Time Manager supplied 
on the PROGRAM diskette —- one formatted to fit 40 
column displays and one for 80 column displays. 
The Time Manager PROGRAM diskette is set up to 
run the 80 column version. To select the 40 

column version, follow the instructions in Appendix 
B, “Selecting the Display Size.” 


Use the 80 column version of Time Manager with an 
IBM Monochrome display. If you have another 
monitor, you may want to use the 40 column version 
if the 80 column video output is not legible on 

your screen (for example, if you are operating on a 
TV set or composite color monitor). See the 
discussion of 40 and 80 column capacities in “Time 
Manager Capacity,’ page 5-8. 


You will notice that two DATA diskettes are included 
in the Time Manager package — one formatted for 

a 40 column display screen and one for the 80 
column display screen. 


Important: The 40 column format DATA 
diskette MUST be used with the 40 column 
Time Manager program version, and the 

80 column format DATA diskette MUST be 
used with the 80 column program version. 


User’s Guide 
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This manual is a step-by-step guide for using Time 
Manager. For best results, perform the requested 
procedures as you work through the manual. By 
doing so, you will acquire a better understanding 
of Time Manager’s operation than you could by 
simply reading the manual. For quick answers to 
simple, frequently used operations, refer to the 
Reference Card which accompanied this manual. 


This manual is divided into two sections. PART 1, 
INTRODUCTION, provides a general introduction to 
Time Manager. In addition to an overview of Time 
Manager's format and features, the introduction 
provides step by step instructions for preparing to 
use the program and for making your first entries. 
You will learn how to handle, load and backup the 
diskettes used with Time Manager. Finally, the 
overall structure of the program will be explained. 


PART 2, FEATURES AND COMMANDS, tells you how 
to modify entries and describes the selection, scan, 
totalling and accounting features. You will also 
learn how to use the notepads, printer and special 
features. This section concludes with instructions 
for creating a DATA diskette for a new year. 


The appendices include a list of Error Messages, and 
information on changing the display size. 
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The Keyboard 
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Function 
keys 
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Since all communication between yourself and Time 
Manager takes place through the keyboard, take a 
moment to study the diagram. 


Note the position of the following keys: ENTER 

( <1), SHIFT (#) (there are two SHIFT keys, one on 
either side of the keyboard), Pg Up, Pg Dn, HOME, 
ESC, TAB (LEFT and RIGHT) (I&,), and the 4, >, 
<— andy keys. 


Note the location of the CAPS LOCK key. Press once 
and all letters subsequently typed in will appear in 
upper case. Press once again, and return to lower 
case mode. 


Also note the NUM LOCK key. This key also acts as 
a toggle. Press once and the numeric keypad on the 
right side of the keyboard is activated. Press once 
again, and the numeric keypad is deactivated. With 
the numeric keypad deactivated, the arrow keys 
and the PgUp, PgDn, END and HOME keys become 
active. In general, while using Time Manager, 

these cursor control keys should remain active. 


At the left side of the character keyboard you will 
find the function keys — F1 through F10. These, in 
addition to the other keys listed above, are the 
keys most frequently used in the operation of the 
Time Manager program. 


You will also be required to press control characters. 
To do so, simultaneously press the key marked CTRL 
on the left side of your keyboard and the appropriate 
key. Likewise, all shift-key characters (symbols or 
upper case letters) are typed by simultaneously 
pressing either SHIFT key and the appropriate 
character key. 


There are three ways to enter information through 
the keyboard. When a single keystroke is required to 
execute an instruction, you will be directed to 
“press” the appropriate key. “Press” also refers to 
the entry of control or shift characters. “Type” 
refers to the entry of several keystrokes. ‘‘Enter’”’ 
refers to the entry of several keystrokes followed 

by pressing the ENTER key. All references to 
command or data entry throughout this manual 
conform to this terminology. 
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Caring for Your Diskettes 
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To keep your Time Manager diskettes in good 
condition, observe the following precautions: 


° Always place the diskettes back into the 
protective jackets after use. 


° NEVER touch diskettes through the window 
slots, where the magnetic surface of the 
diskette is exposed. 


° Diskettes are sensitive to extremes of 
temperature. Keep your diskettes out of dire 
sunlight and away from other sources of hea 
They may be stored at temperatures ranging 
from 40 to 125 degrees Fahrenheit. 


° Use a felt tip pen when writing on diskette 
labels to avoid damaging the diskette inside 
the envelope. 


Please refer to the following before continuing. 


DO’s AND DON’Ts FOR HANDLING DISKETTES. 


Grasp by 
Corner 


When Not In Use 


Felt Tip Only 
~S 


No Pencils, No Clips, 
No Ballpoints , 


Notes: 


1-10 


CHAPTER 2. BEFORE YOU BEGIN 


If this is the first time that you are using Time 
Manager, it is important for your protection and 
convenience that you follow the procedures outlined 
in this section. 


In this section you will: 
° Transfer DOS to your PROGRAM diskette. 


° Make a “backup” copy of your PROGRAM 
diskette (in case something happens to your 
“original” copy — the diskette supplied with 
Time Manager ). 


° Make a “backup” copy of your DATA diskette. 


After your first session, you can proceed directly to 
‘Loading Time Manager.” Except for “Backing Up 
Your DATA Diskette” (which should be done 
periodically to protect your information), you only 
need to follow the instructions in this section 
once. If you are unfamiliar with diskette handling 
and computers in general, you may want to read 
through the “Using DOS” section in your IBM 
Personal Computer Guide to Operations. 


If you have problems or get unexpected results 
following the procedures in this section, try again, 
following the instructions very carefully. If you 
continue to experience difficulties after several 
attempts and know that your computer is functioning 
properly, consult your authorized IBM Personal 
Computer dealer. 


Preparing the Time Manager 
PROGRAM Diskette 


Before using Time Manager for the first time, 
follow the instructions below to transfer the IBM 
Disk Operating System (DOS) from your IBM DOS 
diskette to your Time Manager PROGRAM diskette. 
This procedure only needs to be performed once; 
Time Manager will be “‘self-loading” after that. 


You will need: 


_ Your DOS diskette 
— The Time Manager PROGRAM diskette 


l. Remove the silver write protect tab from the 
Time Manager PROGRAM diskette and save 
it. You will replace it in a few moments. 


a Insert your DOS diskette in diskette drive A 
and push down the load lever. 


3. Position the System Unit Switch to ON or, if 
your computer is already on, press the DEL 
key while holding down the CTRL and ALT 
keys. Consult the IBM Personal Computer 
Guide to Operations for more information 
on starting DOS. 


4. Type in the date and press ENTER. 


Important: The next instruction is 
different depending on the number 
of diskette drives on your IBM 
Personal Computer. Follow 
instruction 5A if you have one (1) 
diskette drive and 5B if you have 
two (2) diskette drives. 


One-Drive System 


SA. When “A>” appears on the screen, remove 
the DOS diskette and insert the Time 
Manager PROGRAM diskette in drive A. 
Type : setup 1 
and press ENTER. 


You will see these instructions: 


“rem — Insert the DOS diskette when the 
system asks for drive B:” 


“rem — Insert the Time Manager 
PROGRAM diskette when the system asks 
for drive A:” 


Follow the instructions as they appear on 
the screen. 


Remember: Insert the DOS 
diskette in your diskette drive when 
the system asks for the diskette for 
drive B: Insert the Time Manager 
PROGRAM diskette in your drive 
when the system asks for the 
diskette for drive A: 


Two-Drive System 


SB. Insert your Time Manager PROGRAM 
diskette in drive B (your DOS diskette 
should already be in drive A). 
Type: b:setup2 
and press ENTER. 


You will see this message: 


“rem - Insert the DOS diskette in drive A:” 


2-3 


“rem - Insert the Time Manager PROGRAM 
diskette in drive B:” 


Follow the instructions on the screen. 


The computer will now copy DOS from the 
IBM DOS diskette to your Time Manager 
PROGRAM diskette. 


When the computer is finished, you will see 
this message: 


“rem - Your Time Manager PROGRAM 
diskette is now ready for use.” 


Remove the Time Manager PROGRAM 
diskette and replace the write protect tab 
over the notch in the diskette. 


Now proceed to “Backing Up Your 
PROGRAM Diskette,” page 2-5. 


Note: Time Manager is supplied 
with two DATA diskettes, for 80 
column format and 40 column 
format. “Display Size,” page 1-6, 
discusses the differences between 
the formats. Both program versions 
are provided on your PROGRAM 
diskette. However, if you have 
followed the procedure above, the 
80 column format will automatically 
appear when you load the program. 
If you wish to use the 40 column 
version, follow the instructions in 
“Selecting Your Display Size,” 
Appendix B. 


Backing Up Your PROGRAM Diskette 


No matter how careful you are, diskettes sometimes 
become damaged and the programs on them ruined. 
To protect your Time Manager program from being 
destroyed if the PROGRAM diskette is damaged, we 
have made provisions that allow you to make a single 
backup copy of the PROGRAM diskette. 


The copy may be used for your personal backup 
purposes only. Any other use of the extra copy 
violates copyright laws. 


Time Manager will allow only one backup copy of 
the PROGRAM diskette. 


You will need: 
_ Your DOS diskette. 


- The Time Manager PROGRAM diskette. This 
diskette will be referred to as the “original” 
PROGRAM diskette. 


- A blank diskette, preferably brand new, that 
will become the “backup.” This diskette will 
be referred to as the backup PROGRAM 
diskette. 


To make the backup, proceed as follows: 


L. Remove the silver write protect tab from the 
original Time Manager PROGRAM diskette 
and save it. You will replace it in a few 
moments. 


2. Insert your DOS diskette in diskette drive A 
and push down the load lever. 
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3. Position the System Unit Switch to ON, or, 
if your computer is already on, press the 
DEL key while holding down the CTRL and 
ALT keys. 


4, Enter the date and press ENTER. You will 
see the A> prompt. 


5. Remove the DOS diskette and insert the 
original PROGRAM diskette into drive A. 


6. Type: tmcopy 
and press ENTER. 


Wi You will see this message: 


Insert source diskette in drive A and press 
any key 


Since the original PROGRAM diskette (the 
“source diskette’) is already in drive A, 
you do not need to exchange diskettes. 


8. Press any key. 
9. Now this message is displayed: 


Insert target diskette in drive A and press 
any key 


10. Remove the original PROGRAM diskette and 
insert the backup PROGRAM diskette (the 
“target diskette” ) into drive A. (If you 
accidentally insert the incorrect diskette, 
the computer will display “Wrong Diskette.” ) 


11. Press a key only after the backup diskette is 
in drive A. 
12. The diskette drive will whirr for a few 


seconds, and then you will see this message: 


Insert source diskette in drive A and press 
any key 
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14. 
15. 


16. 


17. 


Remove the backup PROGRAM diskette and 
insert the original PROGRAM diskette into 
drive A. 


Press any key. 


Keep repeating steps 9 through 14 until 
you see this message: 


Backup complete 


The backup process is finished. You should 
now see the A> prompt on the screen. 


Put a write protect tab over the notch on 
both diskettes. Label the backup diskette 
“Time Manager PROGRAM backup.” Store 
one of the Time Manager PROGRAM copies 
in a safe place. 


Once you have made one backup copy, no 
additional copies may be made. 
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Backing Up Your DATA Diskette 
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Time Manager is supplied with two DATA diskettes, 
80 column format and 40 column format. Make a 
copy or backup of the DATA diskette that you will be 
using. (If you are not sure, refer to “Display Size,” 

on page 1-6.) Since Time Manager cannot be used 
without a DATA diskette, this extra copy will enable 
you to continue using Time Manager if your DATA 
diskette is misplaced or accidentally damaged. 


You will need: 
_ Your DOS diskette. 


- Either the 40 or the 80 column format Time 
Manager DATA diskette (whichever you will 
be using). This diskette will be referred to 
as the “original” DATA diskette. MAKE SURE 
THAT THE SILVER WRITE PROTECT TAB IS 
STILL ON THIS DISKETTE. 


- A diskette, preferably brand new, that will 
become the backup. This diskette will be 
referred to as the “backup” DATA diskette. 
To make it easier to follow these instructions, 
write “Backup DATA’ on the label. 


The procedure for backing up a DATA diskette is 
different for single and double diskette drive 
systems. Follow the instructions below if you have 
one diskette drive. Follow the instructions on 
page 2-11 if you have two diskette drives. 


One-Drive System 


1, Insert your DOS diskette in diskette drive A 
and push down the load lever. 


10. 


11. 


Position the System Unit Switch to ON, or, 

if your computer is already on, press the DEL 
key while holding down the CTRL and 

ALT keys. 


Type in the date and press ENTER. You will 
see the A> prompt. 


Type: format 
and press ENTER. 


This message is displayed: 


Insert new diskette for drive A: and strike 
any key when ready 


Remove the DOS diskette from the drive and 
insert the backup DATA diskette. 


Press any key. You will see this message: 
Formatting... 


After a few moments, you will see this on 
your screen: 


Formatting...Format complete 
Format another (Y/N)? 


Press N. You should see the A> prompt 
again. You are now ready to copy the 
information from the original DATA diskette 
to the backup DATA diskette. To protect 
yourself, make sure there is a write protect 
tab over the notch on the original DATA 
diskette. 


Remove the backup DATA diskette from the 
drive and insert the DOS diskette. 


Type: diskcopy 
and press ENTER. 
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12. You will see this message: 
Insert source diskette in drive A 
Strike any key when ready 

13. Remove the DOS diskette from the drive 
and insert the original DATA diskette (the 
‘source diskette’ ). 

14. Press any key. You will see this message: 
Insert target diskette in drive A 
Strike any key when ready 

15. Before pressing any key, remove the original 
DATA diskette and insert the backup DATA 
diskette (the “target diskette” ) into the 


drive. 


16. Now press any key. This message will 
appear on the screen: 


Insert source diskette in drive A 
Strike any key when ready 


17. Remove the backup DATA diskette and insert 
the original DATA diskette into the drive. 


18. Now go back to step 14 and keep repeating 
steps 14, 15, 16 and 17 until you see this 
message: 

Copy complete 
Copy another? (Y/N) 

19. Press N. 

20). The backup process is now complete. Store 
the original DATA diskette and use the 


backup DATA diskette in your daily 
operations. 
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21. Now proceed to “Loading Time Manager, ” 
page 3-1. 


Problems: If you have problems 
making a backup DATA diskette, or 
get unexpected results, repeat the 
procedure, following the instructions 
carefully, or consult your Guide 

to Operations. 


Two-Drive System: 


l. Insert your DOS diskette in diskette drive A 
and push down the load lever. 


Z. Insert the backup DATA diskette in diskette 
drive B and push down the load lever. 


5, Position the System Unit Switch to ON, or, if 
your computer is already on, press the DEL 
key while holding down the CTRL and ALT 
keys. 


4. Type in the date and press ENTER. You will 
see the A> prompt. 


5. Type: format b: 
and press ENTER. 


6. This message is displayed: 


Insert new diskette for drive B: and strike 
any key when ready. 


cf Make sure the backup DATA diskette is in 
drive B and press any key. You will see this 
message: 


Formatting... 


8. After a few moments, you will see this on 
your screen: 


Formatting...Format complete 


Format another (Y/N)? 
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10. 


11. 


1 Z. 


14. 


15. 


16. 
17. 


13. 


Press N. You should see the A> prompt 
again. You are now ready to copy the 
information from the original DATA diskette 
to the backup DATA diskette. 


Type: diskcopy a: b: 
and press ENTER. 


You will see this message: 
Insert source diskette in drive A 
Insert target diskette in drive B 
Strike any key when ready 


Remove the DOS diskette from drive A and 
insert the original DATA diskette (the 
“source diskette”) into drive A. Your backup 
DATA diskette (the “target diskette” ) should 
already be in drive B. 


Press any key 


The information on the diskette in drive A is 
now being copied to the diskette in drive B. 


When the copy is complete, you will see 
this message: 


Copy complete 
Copy another? (Y/N) 
Press N. 


The backup process is now complete. 
Store the original DATA diskette and use 
the backup DATA diskette in your daily 
operations. 


Now proceed to “Loading Time Manager,” 
page 3-1. 


Problems: If you have problems 
making a backup DATA diskette, or 
get unexpected results, repeat the 
procedure, following the 
instructions carefully, or consult 
your IBM Personal Computer 
“Guide to Operations.” 


CHAPTER 3. GETTING STARTED 


Loading Time Manager 


The first time you use Time Manager, follow the 
instructions for “Preparing the Time Manager 


PROGRAM Diskette,” page 2-2, before loading Time 
Manager. 


You will need: 
— A Time Manager PROGRAM diskette. 


~ A Time Manager DATA diskette (write protect 
tab removed). 


l. Insert the Time Manager PROGRAM diskette 
in drive A and push down the load lever. 


z. Position the System Unit Switch to ON, or, 
if your computer is already on, press the 


DEL key while holding down the CTRL and 
ALT keys. 


3. The diskette drive will whirr and after a few 
seconds you will see: 
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Personal Computer 
Time Manager 
Version 1.00 


(c) Copyright IBM Corp 1982 
(c) Copyright The Image Producers, Inc. 1980 


Created by The Image Producers, Inc. 
Produced by Microsoft 


and then you will see this message: 


Insert data diskette into drive A and 
press ENTER. 


The next instruction depends on the number 
of diskette drives you have on your IBM 
Personal Computer. Follow instruction 4A if 
you have one diskette drive and 4B if you 
have two diskette drives. 


4A. Remove the Time Manager PROGRAM 
diskette from the drive and insert the Time 
Manager DATA diskette. Press ENTER. 
Now go to step 5. 


4B. Press B and you will see: 


Insert data diskette into drive B and press 
ENTER. 


Insert the Time Manager DATA diskette in 
drive B. Press ENTER. 


6. 


You should see a display similar to the 
following: 


JAN - DEC 1982 
TM DATA DISKETTE 


Enter today’s date (1/1-12/31): 
Enter current time (hh:mm:ss) : 


The first line of this display indicates the 
months and year that are recorded on the 
DATA diskette. The second line is the title 
of the DATA diskette. 


Type in the date (month and day separated 
by a slash) and press ENTER. For example, 
type 2/16 and press ENTER. 


Note: If the correct date already 
appears, you Can accept it by just 
pressing ENTER. 


Type in the time (hours, minutes and 
seconds, separated by a colon) and press 
ENTER. For example, type 08:30:00 and 
press ENTER. 


Note: If the correct time already 
appears, you can accept it by just 
pressing ENTER. If you do not want 
a running display, press ESC instead 
of entering or accepting the time. 


A calendar display similar to the following 
will appear: 
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O2/16/82 TM DATA DISKETTE 08:38:19 
FEBRUARY 1982 
SUN MON TUE WED 


THU 


[ESC] [Pg Up-Dn] > 49 * [ENTER] / ? 


The date you entered appears on the upper 
left corner of the screen. The current time 
is displayed in the upper right corner. 


You have loaded the program and are ready 
to use Time Manager. 


Problems: If you have trouble 
loading Time Manager, or get 
unexpected results, repeat the 
loading procedure, following the 
instructions carefully. 


Note: If the year displayed on the 
screen is incorrect, see ““/AY: Updating 
the Year,” page 11-5, for instructions 
on changing it. 


CHAPTER 4. INTRODUCTION TO 
USING TIME MANAGER 


The easiest way to become familiar with Time 
Manager is to use it. This introduction is intended 
to quickly acquaint you with the features of Time 
Manager that you will use most often. For more 
detailed explanations of the features and commands 
available to you, refer to Part 2, ‘‘Features and 
Commands.” 


The DATA diskette supplied with your Time 
Manager program contains sample entries which 
will be referred to throughout this manual. 


To start, load Time Manager, following the 
instructions on page 3-1, or, if you have already 
loaded the program, press the ESC key until you 
return to the opening frame. When you see the 
message: 


Enter today’s date (1/1-12/31): 


Enter 2/16 

(We have included a number of sample entries on 
that particular date for the purpose of this 
introduction.) Notice that the date which you 
entered as today appears in the upper left corner 
of your screen. It will always appear there as a 
reminder of today’s date. 


When you see the message: 
Enter current time (hh:mm:ss) : 


Enter the current time, (hour:minute:second ), and 
then press ENTER. Notice that the time you enter 
will appear in the upper right corner of your screen. 
The current time will always be displayed there. 
The time is displayed in 24 hour format — if you start 
Time Manager at 11:00 AM, 1 PM will be displayed 
as 13:00:00. 
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You should see the following on your screen: 


02/16/82 TM DATA DISKETTE 08:38:19 
FEBRUARY 1982 
TUE WED ~~ THU 
2 3 
9 


=~ oe 


A 


23 


[ESC] [Pg Up-Dn] —> AY * [ENTER] / ? 


Time Manager is arranged in three levels — month, 
day, and entry. You move between the levels 
through the use of two keys: the ENTER key, which 
moves you from Month level to Day level to Entry 
level, and the ESC key, which moves you in the 
opposite direction. 


Note: ESC is an important key to remember 
while you are learning Time Manager. If 
you make a mistake or get unexpected 
results while using the program, press ESC 
One Or more times to return to a 

familiar screen, then try again. 


Right now, you are looking at the MONTH LEVEL 

of Time Manager — a calendar page representing 
this month. Detailed information about the calendar 
page is contained in the Month Level description on 
page 5-1. 


For now, notice that there are four arrows 
surrounding today’s date (2/16). The top and 
bottom arrows together form the “marker.” The 
blinking arrows beside the date are “pointers.” 

The line at the bottom of the screen is the “prompt 
line.” 


Press the F1 key on the left side of your keyboard, 
and you will see your first ““HELP menu.” This is a 
list of all the commands available to you at the 


“month level” of the program. These commands 
will be explained later. For now, press any key to 
return to the month level. 


Press the ENTER key. You should see the following 
on your screen: 


02/16/82 TM DATA DISKETTE 08:30:32 
Tuesday, FEBRUARY 16, 1982 


Priority Permanence Category 
Column Column Column 


MM Prepare presentation for sales mecting 
AM 09:00 Staff meeting 
PM 12:30 Lunch with Pat 
Make reservations for trip to NLY. 
Bob's Birthday 


[ESC] [Pg Up-Dn] <> 44 * [ENTER] / ? 


You are now at the DAY LEVEL of Time Manager. 
This is a calendar page of today’s activities. Each 
activity listed is referred to as an “ENTRY.” 


? 


Entry Components 


An entry is the basic unit of information used by 
Time Manager. An entry display is divided into 

four parts: priority, permanence, category, and text. 
Each part is described below. 


PRIORITY: 


The priority which is assigned to 
an entry is recorded in the first 
column of an entry. Entries are 
sorted on the basis of priority. 
Entries can have any one of 5 
priority rankings: 


* — Star priority, used for your 
most important entries. Starred 
entries form a dynamic “to-do” list. 
While entries with nonstar 
priorities are tied to a specific 
date, starred entries always appear 
on the current day’s display. Set 

a star priority for any activities you 
do not complete on time. These 
entries will appear on each day's 
display until you mark them 
complete or delete them from 
your schedule. 


A — Appointment priority, used 
for those calendar entries which 
you would like to have sorted in 
chronological order, such as 
appointments. 


1,2, Note (.) -— 1, 2, or N are used 
for all other entries and are ranked 
according to importance (from 1 
to N in order of decreasing 
importance ). Note entries are 
marked on your screen with a 
period (.). 


* is the highest priority ranking 
and Note (.) denotes the lowest. 


Look closely at the first column of 
all entries for February 16. Notice 
that they are displayed in the correct 
priority order, with the starred 
entry at the top of the page, and 
the Note (.) entries at the bottom. 
Notice, also, that all of those 
entries with an “A” priority are also 
sorted in chronological order. 


PERMANENCE: Permanent entries, those which fall 
on the same date every year (such 
as birthdays and holidays), are 
indicated by a “P”’ in the second 
column of an entry. If an entry is 
nonpermanent, a “.” will appear in 
the second column, instead. 
Permanent entries are a 
convenience for creating DATA 
diskettes for a new year, and will 
be of little concern to you in 
your daily use of Time Manager. 


CATEGORY: The third column of an entry 
indicates the ‘‘category”’ into which 
the entry falls. To further organize 
your entries, Time Manager allows 
you to classify them into 
appropriate categories. Any one of 
26 categories (represented by 
letters A through Z) can be assigned 
to an entry. Entries with the same 
priority rating are sorted by 
category when displayed. 


Type /C to see a list of the 
categories supplied on your Time 
Manager DATA diskette. Then press 
ESC (or the space bar) to return 

to day level. See page 11-2 for 
instructions on redefining the 
categories to suit your own needs. 


TEXT: The final column contains the 
“text” or the heart of the entry. 
Note that “A” priority entries list 
the time of the appointment as the 
first part of the entry’s text. 
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Making an Entry 


A. 


We will now go through the process of creating an 
entry. Follow the steps exactly as described below 
to make two entries for February. 


PRESS ENTER. You will notice that the bottom line 
of the display changed. It now 
displays the following prompt: 


New entry: Priority (*, A, 1-2, 
Note) ?N 


You are now at the ENTRY LEVEL 
of Time Manager -— this is the 
third level of the program. The 
program is now ready to accept 

a new entry for the day you have 
displayed on the screen. Enter 

the priority ranking of the new 
entry as prompted. (See “Priority, ” 
page 4-4.) 


PRESS A. By pressing A, you have indicated 
that you wish to record an 
appointment. You should see the 
following on the last line of the 
display: 


AM or PM (A/P) ? 


The program is now asking whether 
the time of the appointment will 
be AM or PM. You may enter either 
an A for AM or a P for PM. 


PRESS A. You have selected AM. You will 
see the following prompt: 


Appointment time (HH:MM) : 
You can now enter the time of the 


appointment. If the appointment 
is on the hour, such as 10:00 or 


11:00, you can just enter the 
number 10 or 11, press ENTER and 
the program will automatically 
append the 00; or, if you prefer, 
you may enter the time in the 
standard format. 


TYPE 10 

PRESS ENTER —- You will see the following prompt: 
Category ? 
At this point, you may press 
ENTER to see a list of the category 
codes. 

PRESS ENTER ~——- You will see a list of category codes. 


PRESS A You have chosen category A. Now 
you will see the following line: 


Text: AM 10:00 

Notice that the time is 
automatically displayed as the first 
part of the text. You may now 
enter any text you choose. 


TYPE an appointment 


PRESS ENTER 


You have now completed your first entry. The 
following should be displayed on your screen: 
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02/16/82 TM DATA DISKETTE 08:33:59 
Tuesday, FEBRUARY 16, 1982 


Priority Permanence Category 

Column Column Column 
Prepare presentation for sales mecting 
AM 09:00 Staff meeting 
AM 10:00 an appointment 
PM 12:30 Lunch with Pat 
Make reservations for trip to N-Y. 
Bob's Birthday 


SELECTED: all 
[ESC] [Pg Up-Dn] — >4¥  * [ENTER] / ? 


Notice that your appointment is displayed with 
the rest of the A priority entries and that it has 
automatically been placed between your 9:00 AM 
and 12:30 PM appointments. 


Now let’s move to February 17, and make an entry 
on that date. You can easily move from day to day at 
the DAY LEVEL with the PgUp and PgDn keys, which 
are located on the right side of your keyboard. 


PgDn moves to the next day. 
PgUp moves to the previous day. 


Press PgDn The calendar for February 17 will 
appear On your screen: 


02/16/82 TM DATA DISKETTE 08:45 1:00 
Wednesday, FEBRUARY 17, 1982 


Priority Permanence Category 
Column Column Column 


>A< ¥ AM 10:40 Dentist appointment 
I : X Review final document 
Discuss yesterday s meeting with Dave 


SELECTED: all 
[ESC] [Pg Up-Dn] — >4Y 


* [ENTER] / ? 


The procedure for making an entry with a *, 1, 2, or 
N priority is slightly different from the procedure 
for A priority entries. 


Create a Note priority entry as follows: 


PRESS ENTER to move to the ENTRY LEVEL. The 
program will prompt you: 


New Entry: Priority (*, A, 1-2, 
Note) ?N 


The N at the end of the line means 
that if you press any key other than 
* A, 1, or 2, the entry will 
automatically be assigned Note 
priority. To illustrate: 


PRESS ENTER _ This sets the priority ranking to N. 
You will then see the prompt: 


Category ? 
PRESS ENTER _ To display the list of categories. 


PRESS SHIFT @ ‘Typing a SHIFT @ before the 
category name marks the entry 
as permanent. 


PRESS H To select category H. The following 
prompt should appear: 


Text: 


TYPE PERMANENT ENTRY 


PRESS ENTER 


You have now completed your second entry. Notice 
that the entry appears on your screen below all 
other entries, as they have been assigned higher 
priorities. We have seen how PgUp and PgDn can 
be used to move from day to day — now: 


PRESS HOME _ The calendar for February 16 will 
reappear. HOME always moves you 
back to today’s calendar page. 


PRESS ESC ESC moves you out to the month 
level, but, more importantly in 
this case, it records the entries you 
have made at day level onto your 
DATA diskette. 
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Notes: 
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CHAPTER 5. TIME MANAGER 
STRUCTURE 


Overview 


Time Manager is arranged in three levels — month, 
day and entry. This chapter describes these levels 
and explains procedures for moving within each 
level and from one level to another. 


The program is similar to a three power microscope 
in that a coarse magnification displays a large area 
(an entire month’s calendar page), and a finer 
magnification displays a daily record or activity. 


If you have just followed the loading instructions or 
the “Introduction to Using Time Manager,” you 
should see a calendar page similar to the following: 


02/16/82 TM DATA DISKETTE 08:38:19 
FEBRUARY 1982 
TUE WED THU 


[ESC] [Pg Up-Dn] —> Ay * [ENTER] / ? 


You are now at the “month Level” in the program. 


Note the following features: 


MONTH NAME: To make entries at the day level 
within any month, the name of 
the month must be displayed on 
the screen in reverse video (dark 
letters with light background). 
Each diskette contains a specific 
range of months, not to exceed 12. 
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DAY DIGITS: 


POINTERS: 


MARKER: 


Any month which is not contained 
on the diskette, though it may be 
called up on the screen, cannot 
accept an entry. The name of any 
month which is not recorded on 
the diskette wil] not appear in 
reverse video. 


Any day which is displayed in 
reverse video on the monthly 
calendar contains at least one entry. 


The blinking arrows located on the 
left and right sides of today’s date 
are called pointers. The pointers 
are used to mark dates. Though the 
pointers initially mark the current 
date, they may be moved. 


The arrows above and below today’s 
date form the marker. Although it 
may be moved to emphasize a 
particular date, the marker initially 
marks the current date. 


Prompt Line 


The last line on the screen is called the “prompt 
line.” The prompt line may be viewed as the 
“microscope’s” basic controls. It lists many of the 
commands available to you at the current level. 


The same prompt line appears at the bottom of the 
screen at “day level.” Press ENTER to move to the 
“day level,’ and then ESC to move back to the month 
level. 


Here’s a summary of the prompt line commands and 
their effect: 


ESC: Pressing the ESC key decreases the 
magnification, moving from the day 
level to the month level, and from 
the month level to the opening 
frame. ESC is also used to cancel 
commands or shift from an 
unexpected display. 


ENTER: Pressing the ENTER key increases 
the magnification, moving from 
month to day level, and from day 
level to “entry level,’ where you 
may record new entries for that 
day. To move out of the entry 
level and back to the day level, 
press ESC. 


PgUp/Dn: The PgUp and PgDn keys move you 
backward or forward within a 
level, from month to month or day 
to day. 


SD 
_ 
wo 
- 
@ 
— 
= 
ae 
vom 


At the month level, pressing the 
PgUp key moves you back to the 
previous month; pressing the PgDn 
key moves you forward to the 

next month. 
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AY ep: 


At the day level, use the PgUp and 
PgDn keys to move forward and 
backward from one day to another. 
Pressing the PgUp key moves you 
back to the previous day. Pressing 
the PgDn key moves you forward 
to the next day. You may also move 
from one month to another at 

the day level by pressing the 
appropriate Pg key when you are on 
the first or last day of the month. 


At the month level, use the arrow 
keys to move the pointers from 
one day to another. Note the logical 
relationship between the location 
of each arrow key on your keyboard 
and the direction in which it moves 
the pointers. The left arrow key 
moves the pointer back a day, the 
up arrow key moves it back a week, 
the right arrow key moves it 
forward a day and the down arrow 
key moves it forward a week. Note 
that you may shift from one month 
to another by moving the arrow 
keys beyond the limits of the 
calendar page. 


At the day level, the arrow keys are 
used to move the pointers around 
the day level display. (At the day 
level, the pointers only appear on 
the days which already contain 
entries. ) 


The number sign indicates that you 
can enter a number which 
represents a month or date to 
quickly move either from one 
month to another or from one day 
to another. 


At the month level, entering 0 will 
move you to the calendar page 

for December of the previous year. 
Entering any number from 1 


through 12 will move you to the 
appropriate month — assuming 
that 1 represents January and 12 
represents December. Entering 
any number greater than 12 will 
move you to the calendar page 
for January of the following year. 


At the day level, the number sign 
indicates that a number 
representing a date may be entered 
to move immediately to that day. 


For example, enter 12 (remember 
to press ENTER) and a display of 
the 12th day of the month will 
appear on your screen. If you 
enter O, the last day of the 
preceding month will be displayed 
(unless that month is not stored on 
your diskette — if that is the case, 
press any key to erase the error 
message and proceed). Enter any 
number greater than the number 
of days in that month, and the 

first day of the following month 
will be displayed. 


To display the list of Time Manager 
commands, press the / key. 


At the month level, the following 
list of commands will appear: 


ABCFIKLQXYZ? 
At the day level, this list is displayed: 


ABCFIKLMQRW? 


Most letters suggest the commands 
they represent. Refer to the 
Reference Card or press the F1 
function key for a brief description 
of these commands. 
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Press ESC to return to the day or 
month level. 


The following commands are available but do not 
appear on the prompt line. 


HOME: 


SPACE BAR: 


CTRL HOME: 


, or <: 


. or >: 


Pressing the HOME key will return 
you to “today” (the date that 
appears at the top of the left side 
of your screen). At the month 
level, pressing HOME will cause 
the current month to appear on 
the screen with the pointers 
bracketing the current day. At the 
day level, pressing HOME causes 
the entries for “today” to appear. 


Pressing the space bar at the month 
level moves the marker to the day 
bracketed by the pointers. At the 
day level, the space bar has the 
same function as the F2 function 
key. 


Pressing the CTRL key and the 
HOME key simultaneously returns 
you to the “marked” day (the date 
indicated by the marker ). 


Pressing the , or < key (no shift is 
required) at the day level, moves 

you to the first day of the current 
month. 


Pressing the . or > key (again, no 
shift is required) at the day level, 
moves you to the last day of the 
current month. 


HELP Feature 


If at any time you are uncertain about the effect of a 
particular command, or if you have forgotten how to 
do something, or even if you would just like to see a 
listing of the commands available to you, press the 
Fl key at the top left of the keyboard. A HELP menu 
or list of all the commands available to you at the 
current level of the program and a brief description 
of each command will be displayed on your screen. 


Pressing any key will return you to where you were 
when you summoned the HELP menu. 


There are a total of 9 HELP menus available: 


MONTH LEVEL COMMANDS | Press F1 at the 
month level 


DAY LEVEL COMMANDS Press F1 at the day 
level 

“7” COMMANDS Press /FI 

LINE EDITOR At the day level, press 


— 3 times (to put the 
pointers on the text 
part of the entry), 
then F2, then Fl 


NOTEPAD EDITOR Press F3, a letter (AF, FE 
to designate the — 
notepad you wish to 2 
view ), then F1 —_ 
= 
ACCOUNTS Press F5, then F1 
ALTER COMMANDS Type /A, then press F1 
FLAG COMMANDS Type /F, then press F1 
MOVE COMMANDS Type /M, then press 
F | 
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Time Manager Capacity 


You may create DATA diskettes for either six or 
twelve month capacity. A six month diskette can 
store a maximum of 512 entries per month for the 
40 column display version or 256 entries per 
month for the 80 column display version. A 12 
month diskette can store 384 entries per month 
for the 40 column display version or 192 entries 
per month for the 80 column display version. 


Since starred entries are handled in a special 
fashion, they are not considered monthly entries. 
You may designate as many as 88 starred entries 
if you are using the 40 column display version or 
44 starred entries if you are using the 80 
column display version. 


An entry's text field can include as many as 30 
characters and spaces in the 40 column display 
version, and 62 characters and spaces in the 80 
column display version. (See “Multi-Line Entries,” 
page 11-19 if you require more space. ) 


To create a 6-month DATA diskette, refer to 
“Creating a DATA Diskette,” page 12-3. If your 
application is so demanding that even the 6-month 
Capacity is inadequate, you should consider 

using multiple six month DATA diskettes. 


The “MORE” Message 


You may create as many as 127 entries for each day. 
However, due to the limitations of your screen, 
only 16 entries can be displayed at one time. 


Time Manager informs you that all entries for the 
day are not currently displayed through the “MORE” 
message. For example, if there are 21 entries for a 
day, 16 entries will appear on the screen and the 
message (5 MORE) will appear on the bottom line. 


To view additional entries, press the down arrow 
key to move the pointer down and watch the entries 
scroll upward. Keep pressing the down arrow key 
until you see the ?Bump...message; when you see this 
message, you have seen all the entries for that day. 


Press the space bar (or any key) to clear the error 
message, and press the up arrow key to move back up. 


Note: It is possible to make more than 
127 entries for one day. However, the last 
entries in the sorted order for a day with 
more than 127 entries will never be 
displayed. 


>-9 


Notes: 
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PART 2: FEATURES AND COMMANDS 


CHAPTER 6. MODIFYING ENTRIES 


In this section, you will learn how to modify the 
entries you make. 


The DATA diskette supplied with your Time Manager 
program contains several entries which will be 
referred to in this section. We recommend that you 
perform the step by step procedures outlined in 

the next sections to increase your familiarity with 
Time Manager's features and operation. 


Load Time Manager by following the instructions on 
page 3-1, “Loading Time Manager.” Use the DATA 
diskette supplied with the program (or your backup 
copy) when loading instructions call for the Time 
Manager DATA diskette. 
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The Pointers 
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The pointers at the day level are used to move from 
one part of an entry to another so you can make 
necessary changes. They are initially located in the 
priority column of the entry. If a day has no entry, 
the pointers will not appear. 


The left and right arrow keys located on the right 
side of the keyboard move the pointers from column 
to column within an entry. The up and down 

arrow keys move the pointers from entry to entry. 


Press the right arrow key once to move the 
pointers to the column which notes permanence 
status. Press the right arrow key once again to 
move to the category column and again to advance 
to the text column. Use the left arrow key to move 
backward through the columns. 


Take a moment to try moving the pointers around 

in various ways. Remember that if you see the 
?Bump... Message, you can press any key or the 

space bar to clear it and continue. Refer to Appendix 
A, “Error Messages,” for a description of the 
?-Bump... message. 


Changing Classification 


Example: 


To modify the priority rating, permanence 
designation or category of an entry, proceed as 


follows: 
l. Proceed to the day level. 
Zs Move the pointers to the column you wish 
to modify. 
5. Press the F2 function key or the space bar. 
4. Enter the change. 
Ds After you have finished making all the changes 


desired, record the changes on your DATA 
diskette by pressing ESC to move out to the 
month level, or by typing /W (Write), or by 
moving to another month at the day level 
(using the PgUp/PgDn keys). 


The following discussion refers to a sample entry 
on October 19 which is contained on the DATA 
diskette supplied with Time Manager. The entry 
looks like this: 


1. A Review media plan 


1. 


Priority 


Change the sample entry to a Note priority 
by moving the pointers to the priority 
column (use the arrow keys to move the 
pointers). Press the F2 key and the blinking 
cursor will appear under the priority 
designation. Press N (for Note) to change 
the priority. Notice how the entry is 
moved down in the display in keeping with 
its diminished priority. Since you will 
continue to modify this entry, you do not 
need to press the ESC key to record this 
change. Move the pointers to the sample 
entry s new position. 
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No 


Permanence 


Now change the sample entry's permanence 
designation. Move the pointers to the 
permanence column by pressing the right 
arrow key once. Press the F2 key. The 
period will change to a P (Permanent). 
Since the F2 key switches the permanence 
designation on or off, there is no need to 
make another keystroke. 


Category 


As you may expect, you may also use the F2 
key to change an entry’s category code. Press 
the right arrow key to move the pointers to 
the category column. Then, press the F2 
key. The blinking cursor will appear under 
the current category designation. Press Z 
to change the category. Note that entries 
with the same priority are sorted by 
category code, and entries with both the 
same priority and category codes are sorted 
alphabetically by their text fields. 


The sample entry should now look like this: 
.P Z Review media plan 
Record the changes to the sample entry by 


pressing ESC. You will then move out to the 
month level. 


The Line Editor— Changing Text 


The line editor can be used to alter the text of an 
entry. To use the line editor, move the pointers to 
the text column of the entry you wish to modify 
and press the F2 key. You are now in the line editor. 


Time Manager provides several line editor commands 
which enable you to quickly and easily insert new 
information or modify existing text. To see a 
summary of these commands, press the F1 key (after 
you have entered the line editor by pressing F2). 
Press any key to return to the line editor. 


The most frequently used line editor commands are: 


a, To move one position to the right without 
changing the existing information, press 
the right arrow key (— ). This command 
is particularly useful when you wish to 
move to a certain place in your entry 
and then insert a few characters. 


- To move one position to the left without 
changing the entry, press the left arrow 
key (<). 


INS Press the INS key to insert blank spaces 
which can later be replaced with 
characters. 


DEL At times, you may wish to delete a 
character or an entire word without 
leaving blank spaces. To do so, position 
the cursor under each letter you wish 
to delete and press DEL. 
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ENTER After you have made the necessary changes 
to either a line or an entry, press ENTER 
to record the changes. 


If you do not wish to record the changes 
you have made, pressing ESC will abort all 
changes. 


Other line editor commands are defined in 
the Reference Card and in the Fl Line 
Editor HELP menu. 


Example: — This discussion refers to a sample entry which 
appears on October 19 on the DATA diskette 
supplied with Time Manager. The entry looks 
like this: 


A.M PM 03:00 Production 


Change the text of the entry. First, move the 
pointers to the text column. The pointers will 
bracket the entry's text. Press the F2 key and the 
blinking cursor will move to the first letter of 
the text. 


Press the DEL key twice. This will delete the PM. 
Press the INS key twice to insert two blanks. Now 
type AM and press ENTER to accept the line as 
displayed. The sample entry should now look 

like this: 


A.M AM 03:00 Production 


Now, record the changes you have made by 
pressing ESC. You will move out to the month level. 


Marking Completed Entries 


After you have completed a task or appointment, you 
may either mark the entry as complete or delete 
it. Marking an entry as complete retains it for your 
permanent record, and is preferable if you wish to 
maintain a complete history of your activities. 


To mark an entry as complete, move the pointers 
to the priority column, press the F2 key and type D 
(Done ). Notice how a dashed line crosses through 
the entry. If you change your mind, press F2 and 
type D and the line will disappear. 


When you mark a starred entry as complete, its 
priority shifts from star (floating) status to 1 
(priority 1 or fixed status). 
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Deleting Entries 


If you prefer to delete an entry, move the pointers to 
any column in the entry and press DEL. The entry 
will disappear. 


Note: If you accidentally delete an entry, 
you may recover it by using the move 
feature. Type /MG and the entry will 
reappear. See page 11-10 for details on the 
Move entries. 


Recording an Entry 


After modifying existing entries or typing in new 
ones, record the new data by pressing ESC. You 
will then move out to the month level. The brief 
ONE MOMENT, PLEASE... message indicates that 
Time Manager is recording the new information 
onto your DATA diskette. Recording (“writing” ) 
new entries only takes place when necessary, to 
make Time Manager as fast as possible. 


To insure that all the new data (including starred 
entries) is recorded onto your DATA diskette, 
press ESC until you are at the opening frame. Then 
press ENTER to reaccept your DATA diskette, and 
ENTER twice again to accept the date and time. 


Note: On occasion, it may be necessary 

to explicitly request Time Manager to save 
(write) your work — for example, if you 
have made changes and are anticipating a 
power outage. To write your data to the 
diskette, move to the day level and type /W 
(Write). All your additions and changes 
will be recorded. 
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Aborting Changes to Entries 
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If you make a severe error at the day level (such as 
mistakenly deleting a group of entries), you can 
abort the procedure and retain your original data. 
Instead of pressing ESC to record the data, type 

/F10 ESC. You will then move out to the month level 
without recording your changes. Press ENTER to 
recover your original data and return to the day level. 


CHAPTER 7. SELECTING ENTRIES 
AND LOCATING 
INFORMATION 


In this section, you will learn how to select entries 
for review by category, keywords and priority. You 
will also learn how to scan entries to quickly locate 
information. 


The DATA diskette supplied with your Time Manager 
program contains several entries which will be 
referred to in this section to illustrate the use of the 
selection and scanning features. We recommend 

that you perform the exercises provided. 


If vou have not already done so, load Time Manager 
by following the instructions on page 3-1. Use the 
DATA diskette supplied with the program or your 
backup DATA diskette when loading instructions call 
for the Time Manager DATA diskette. 


7-1 


Category Selection 


Example: 
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You may, On occasion, wish to display only those 
items which fall into a specific category. To do so: 


l. 


Type /C from the month or day level to list 
the category codes on your screen. 


Type the letter which represents the category 
containing the information you wish to review. 


The name of the category you have selected is 
displayed at the day level next to the word 
SELECTED: (under the last dashed line on 
your screen). Only the entries which fall 

into the specified category will appear on 

the screen. 


Type /C and press ESC to deactivate category 
selection. 


Display the entries for October 19. Type /CZ 
(notice that Time Manager displays the category 
codes as soon as you type /C). All the entries 
for the 19th will disappear. 


Turn off the category selection feature by typing 
/C and pressing ESC. All of the entries for the 
19th will reappear. Type /CA, and only the entries 
in category A will appear. 


To review the categories WITHOUT CHANGING 
OR CANCELLING THE CATEGORY SELECTION 
FEATURE, type /C and press the space bar or the 
ENTER key. To select another category, press a 
letter which represents that category. 


To cancel the category selection feature, type 
/C ESC. You will return to the day level for the 
current day. 


Keyword Selection 


The keyword selection feature allows you to display 
only those entries which contain a particular 
keyword or phrase. The keyword may contain as 
many as 25 characters and spaces. 


To select a keyword for review: 


l. Type /K from the day or month level. You 
will see this prompt: 
Keyword: 

os Enter the keyword. At the day level, only the 


entries which contain the keyword will 
appear on the screen. 


>» Type /K ESC to cancel the keyword selection 
feature. 


You can include wildcard characters in your 
keywords. A question mark (?) within a keyword will 
match any character in an entry. For example, if 

you enter the keyword B?T, entries containing the 
words BAT and BIT would be displayed on the 
screen. Wildcards are invaluable when you are 
uncertain of the spelling or a word in an entry. 

(Did I type INDEPENDENCE DAY or INDEPENDANCE 
DAY?) There is no limit to the number of wildcards 
you may use within a keyword. 


You may narrow your focus even further by 
combining the category and keyword selection 
features. To do so, type /C and the letter which 
represents the category you wish to review. Only 
the entries which fall into the selected category and 
contain the keyword will be displayed. 


Example: 


Display the entries for October 19. Type /K and 
type in the keyword: trade. Only two entries will 
remain on the screen: those entries which contain 
the word “trade.” Notice that the keyword appears 
in reverse video at the bottom of the screen. 
Cancel the keyword selection by typing /K and 
pressing ESC. All entries for October 19 will 
reappear on the screen. 


Priority Selection 


Example: 


By selecting a specific priority rating for review, you 
can eliminate all entries but those which are assigned 
the selected priority or any higher priority. This 
feature can be very helpful when, for example, you 
need to know which “number one’ priority activities 
you have not completed. To activate the priority 
selection feature: 


Lh Type /L (which indicates level) from the 
month or day level. The message: 


Lowest priority to select ? 
will appear on the screen. 


2. Press the character (A, 1, 2) which represents 
the priority rating of the entries you wish to 
review. Remember that at the day level all 
entries which have a lower priority rating 
than the one you selected will be filtered out; 
any entries whose priority rating exceeds the 
one you have selected will appear on the 
screen. Since starred entries have highest 
priority, they are always displayed (unless 
filtered out by the other selection features). 


4. Type /L and press ESC or press any key 
other than A, 1 or 2 to deactivate the priority 
selection feature. 


Display the entries for October 19. Type /L and 
press 1. All but the two entries with level 1 or A 
priority will disappear. 


The priority rating you have selected for review is 
noted under the last dashed line on the right side 
of your screen. Type /L ESC to deactivate the 
priority selection feature, and all the entries will 
reappear. Your priority selection rating will appear 
as LO. Pressing any key other than A, 1, or 2 will 
also cancel the priority selection feature. 


Scanning 


Example: 


Time Manager provides a scanning feature at the day 
level which allows you to quickly move forward 

and backward through only those days which 
contain entries which meet your selection criteria. 
With the category, keyword and priority selection 
features, you can focus in on information you need 
to review, using the scan feature to move directly 

to those entries which contain this information. 


Two keys are used to scan — TAB LEFT (|) to scan 
backward and TAB RIGHT (-—) to scan forward. 


Practice using the scanning feature in conjunction 
with the category, keyword and priority selection 
commands. Display the entries for October 19 and 
select the keyword MILLER. Press the TAB RIGHT 
key (—|). Time Manager will move to December 
30 -—the day containing the next MILLER entry. 
Press the TAB LEFT key (|<) to move back to 
October 19. 


See if there are any entries regarding Miller prior 
to October 19. Press the TAB LEFT key again, and 
Time Manager will scan through previous months 
until this message appears. 


No match. Press ESC to continue... 


Time Manager has searched as far as it could, but 
did not find any entries containing the word 
MILLER. Press ESC to clear the message. Then 
press the TAB RIGHT key to return to the 19th. 


Now, type /K ESC to clear the keyword selection 
feature. To find the first day prior to October 19 
which has a job accounting entry with a level one 
priority, type /CJ. Your screen will note the 
category you selected: 


J:JOB ACCOUNTING 


Type /L1 to select a level 1 priority review. Notice 
that L1 replaces LO on the lower right side of the 
screen. Press the TAB LEFT key and October 7 will 
appear. 


Note: Time Manager will NOT scan for 
starred entries, since they are not 
associated with a particular day. 
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CHAPTER 8. TOTALLING AND 
ACCOUNTING 


Through its totalling and accounting features, Time 
Manager can provide accurate totals for income 
received, hours worked, money and time expended, 
etc. You can maintain as many as nine separate 
accounts; totals for each account may be obtained 
for a day, a month, or any time period within the 
current year. 
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The DATA diskette supplied with Time Manager 
contains several entries which are used to illustrate 
the totalling and accounting features. We recommend 
that you work through the exercises provided. 


If vou have not already done so, load Time Manager 
according to the instructions on page 3-1. Use the 
DATA diskette supplied with the program (or the 
backup DATA diskette) when the loading instructions 
call for the Time Manager DATA diskette. 
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Account Descriptions 


There are nine accounts contained on your Time 
Manager DATA diskette. Press the F5 key from either 
the month or the day level to display them. 


If you are using the 80 column display version, you 
will see the following. (The 40 column version 
display is slightly different, but contains the same 
information. ) 


TM DATA DISKETTE 
Cl Description 


Sum 


Accounts Receivable 0.00 


10/01/82 
ID 

I! =O 
2@ 0 
5° ¥ 
4$ 0) 
3% 0 
6 0 
7& O 
S* 0 
9% O 


Accounts Payable 
Hours Worked 
Expenses 

Salary Income 
Commissions 
Accounts Paid 
Purchases 


Charges 


SELECTED: all 


Total CGMNRS? 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


01:11:25 
Mult Total 
1 0.00 
Ll 0.00 
lL 0.00 
1 0.00 
lL 0.00 
Ll Q.00 
lL 0.00 

Ll 0.00 
lL 0.00 
LO 


As you Can see, accounts are divided into six fields. 
The first field, labelled ID (IDentification), contains 
the account number and a symbol used by Time 

Manager to provide selective totals. Each account 
and its symbol is located on the same key on your 


keyboard. 


The second field, CT (CounT), displays the number 
Of times a specific amount has been added into that 
account. All account “counts” are currently zero. 


The third field, DESCRIPTION, briefly describes the 
type of information contained in each account. 


The fourth field, SUM, contains account sums 
obtained by totalling the figures contained in various 
entries. Time Manager account sums can range 

from -500,000.00 to +499,999.99. If this range is 
exceeded in computing totals, an overflow message 
will appear in this column. 


The fifth field, MULT (MULTipliers), is the 
multiplication factor used in obtaining the TOTAL 
field. It may be set by the user, but must be an 
integer value. 


The sixth field, TOTAL, contains account totals. 

This field is the product of the SUM and MULT fields. 
Again, the totals can range from -500,000.00 to 
499,999.99. If this range is exceeded, either the 
total will not be accurate or an error message will 
be displayed in the SUM field, or, if the SUM field is 
within the correct range and use of the multiplier 
produces the range error, the TOTAL field will 
display a row of asterisks. 


At the bottom of the screen, you will find the 
totalling commands you may use in accounting 
mode. They are: 


CGMNRS 


Refer to the Reference Card or press the F1 key for 
a brief description of these commands. Press ESC 
to return to the level from which you pressed the 
FS key. 


Accounting Entries 
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If you were to make a $75.50 office equipment 
(O.E.) purchase, you could record it with the 
following entry: 


.. PO.E. * 75.50 CALCULATOR 


If you made such an entry every time you purchased 
office equipment, you could use the category 
selection (P for Purchasing) and scan features at the 
end of the year to review all those entries. You 
could then total those figures to determine the 
year’s office equipment expenditures. 


However, Time Manager provides an automatic way 
to add figures. WHENEVER A NUMERIC AMOUNT 
(positive or negative) IS PRECEDED BY ONE OF 
THE ACCOUNT SYMBOLS (shifted numeric keys) 
IN AN ENTRY, THAT AMOUNT WILL BE 
RECOGNIZED BY TIME MANAGER AS A 
TRANSACTION FOR THAT ACCOUNT. 


You may include as many transactions (account 
symbols followed by a numeric amount) in an entry 
as will fit. In order for Time Manager's totalling 
feature to work properly, do not put a space between 
the symbol and the amount. Also, do not end an 
amount with a period (e.g., @ 10.00 or @ 10, but 

not @10.). 


Note: Do not include the dollar sign ($) 
in accounting entries. The $ is an 
accounting symbol which denotes account 
number 4 — Expenses. 


Move to October 10, where several accounting 
entries are provided as examples. You will see the 
following display: 


(2/16/82. TM DATA DISKETTE 08:37:24 
Sunday, OCTOBER 10, 1982 


C A.B. A723.00 
E Booth Design/Prod. $1500 


P O.E. *75.50 Calculator 
Y Jones %964.48 
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SELECTED: all 
[ESC] [Pg Up-Dn] — >4¥ * [ENTER] / ? 


The accounting symbol * indicates that $75.50 (for 
office equipment) is to be added into the account 
denoted by the number 8 (Purchases). A good way 
to remember which symbol is associated with an 
account number is to look at your keyboard. (Once 
again the $ is omitted, as it represents an account 
number, 4 Expenses). 


Now practice making your own accounting entries. 
If you were to record the traveling expenses for a 
business trip to California, you could make an entry 
similar to the following: 


L Press ENTER to move to the new entry level. 
z Select the level of priority. 
3. Select category F for travel. 


4. Type in the text of the entry. For 
this example, enter Hotel/Calif. 
$300.00. 


>. As soon as you press ENTER, you will see this 
display: 


.. FHOTEL/CALIF. $300.00 


Multiple Transactions 


Practice recording multiple transactions per entry. 
For example, use the following procedure to type 
an entry for a $1,000 check received from Doe 
Corporation on October 10: 


Ik 


Press ENTER to move to the new entry level, 
then select the priority rating. 


Press the appropriate category code - e.g., J 
for Job Accounting, as this category includes 
all financial information about your jobs. 


Type Doe Corp. !l000 (! indicates account 
number 1) without adding a $ sign or leaving 
a space between ! and 1000. Do not press 
ENTER yet. 


Use this opportunity to subtract this amount 
from your billing account — account number 
2. To do this, leave a space after 'l000 and 
type @-1000 to subtract the amount from the 
billing account. (The minus sign causes 1000 
to be subtracted from the account signified 
by the @ sign - Accounts Payable. ) 


Now press ENTER - your entry should look 
similar to the following: 


_. J}DOE CORP. 11000 @-1000 


Keywords and Abbreviations in 
Accounting Transactions 


You may wish to add abbreviations or keywords to 
your accounting entries to further define a category 
of information; you may then obtain totals for just 
that category. For example, you could record a 
business lunch that you charged to a credit card 

by making this entry: 


.. B BUSINESS LUNCH $8.95 AE 


Later, you could specify AE (an arbitrary 
abbreviation for your credit card) as a keyword to 
obtain totals for the expenses charged to that 
particular credit card. 


Multiple transaction entries are particularly helpful 
for recording events that recur throughout the 

day. For example, you could keep track of a series of 
phone calls by making the following entry: 


ve 2 es 29 #4 3 


Then, at the end of a specified time period you 
could use Time Manager’s totalling feature to 
determine the time spent on the phone. 


Experiment with a variety of accounting entries 
using the symbols that denote each of the account 
descriptions provided with Time Manager. After 

you feel comfortable making accounting entries, you 
will be able to total up those accounts by following 
the procedures described in the next section. 


8-7 


Computing Totals 


Time Manager has the ability to compute two types 
of totals — global totals and running totals. Global 
totals are computed over a range of consecutive days 
or months. Running totals are computed for a 
specified range of selected, (usually) nonconsecutive 
days. In both cases, ONLY those transactions which 
match your selected criteria are included in the 
computation. Totals are displayed in the SUM field of 
each account (and also in the TOTAL field if the 
multiplier is 1). 


Global Totals 


Global totals are totals computed over a range of 
consecutive days (if you are at the day level) or 
months (if you are at the month level). To arrive at a 
global total: 


l. Move to the day level. 


2. Press the F5 key and type G (Global). You 
will see this display: 


Range: start, end day (1-31) ? 


You must supply the range of days over which 
you want to compute a total. The range is 
entered as the two numbers which designate 
beginning and ending dates separated by a 
hyphen. If you enter only one number, a total 
will be computed for only the day or month 
which the number represents (i.e., entering 
10 is equivalent to entering 10-10). Enter the 
appropriate numbers and press ENTER. (To 
select the maximum range as displayed in the 
prompt line, press ENTER without specifying 
any digits.) The SUMs will appear on your 
screen. Press ESC to return to the day level. 


3. 


Example 1: 


To clear all account totals, press the F5 key 
and type C (Clear) and then 0 (zero). 


Compute a total for the month of October. Begin 
at the day page for October 10 and type F5 G. You 
will see this display: 


Range: start, end day (1-31) ? 


Since you are currently at the day level, Time 
Manager asks you for the range of days over which 
you would like to compute a total. Enter 15-31 (a 
hyphen is used to separate the beginning and 
ending dates). AS soon as you press ENTER, Time 
Manager will display the results of its computation. 
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Refer to the CT( count) column to determine the 
number of entries added to arrive at this total. By 
pressing ESC and using the TAB RIGHT and TAB 
LEFT keys you can scan October's entries and 
locate the entries which comprise the final 

total figure. 


Now clear the totals to prepare for another 
accounting task by pressing the F5 key and typing 
C and then 0. 


You may combine the totalling and keyword, 
category or priority selection features to arrive at 
totals which are highly specific. 


Example 2: 


Compute how much money was earned from 
commissions by Al Baker (A.B.) in October, 
November and December: 


l. Press ESC to move to the month level. 
2. Select the keyword A.B. by entering /K A.B. 


3. Press the F5 key, press G and enter 10-12 
(October through December). 


4. When you have successfully computed this 
amount, press ESC. Clear the totals by 
pressing the F5 key and typing in C and 
then 0. Clear the keyword selection feature 
by typing /K and pressing ESC. 
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Running Totals 


Example: 


Time Manager also computes totals for a specified 
range of selected, (usually) nonconsecutive days 
with the running totals command. Running totals 
operate much like global totals except that each 
transaction which occurs from the time you 
implement the running totals command until you 
deactivate it is incorporated into the total. 


To compute a running total: 


I. 


Proceed to the day level. YOU MUST BE AT 
THE DAY LEVEL TO GENERATE A RUNNING 
TOTAL. 


Press the function key F5 and type R 
(Running Totals). 


Move to other days which contain entries to 
be computed by typing the number of the day 
and pressing the ENTER key after each 

(e.g., 2, 20, 24). 


To compute entries which contain specific 
keywords, or which fall under a particular 
category or priority rating, implement the 
appropriate selection command, press the 

F5 key and then type R (Running Totals). Use 
the TAB RIGHT and TAB LEFT keys to scan 
for each selected day. 


To deactivate the running totals feature, press 
the F5 Function key and type N. 


To clear the account totals press the F5 key, 
type C and then 0. 


Compute your expenses (without any special 
selection criteria) for October 2, 20 and 24. First, 
move to the day level, then proceed to the day 
page for the 2nd. Type F5 R to activate the running 
total command -— the transactions On your screen 
are instantly added into the appropriate accounts. 


Now enter 20 and 24 (remember to press ENTER 
after typing each date). As each day’s entries are 
displayed, all transactions for that day are added 
to the current total. 


Type F5 to inspect the totals. If you are done 
computing your running total, type N to deactivate 
the running total feature. Clear the totals by 
pressing the F5 key and typing C 0. 


Setting Account Totals 


> 
C) 
C) 
| a 
oe 
= 
2 
- 


You may on occasion need to set an account total as 
a base for further computation (1.e., an initial 
balance for a checking account). 


To set an account: 


l. Press the F5 function key and press S (Setting 
a Total). Then enter the account number. The 
cursor will move to the SUM field for that 
account. If a total is already displayed when 
you attempt to set an amount, press 
CTRL-END. This will erase any digits remaining 
from the old amount. 


~ 


Enter the amount you wish to set. Remember 
— if the -500,000 to 499,999 range is 
exceeded, the account totals displayed will 
not be accurate. Be sure to press ENTER. You 
may set as many accounts and numbers as 
vou wish. 


Note: Do not enter the dollar sign 
when setting an account. The dollar 
sign ($) is the symbol for account 
number 4 (Expenses). A number 
with a $ sign will not be accepted. 


oe Press the ESC key to record the number(s) 
vou have set. 


R11 


Example: 


Try setting account 2 to 1000 by typing F5 S 2 and 
entering 1000, then pressing ESC to record. 


To set an account to zero, type F5 C and select 
the account number. For example, clear account 
number 2 by typing F5 C and selecting 2. After 
you type 2, account number 2 will be set to zero. 


Setting the Multiplier 


Example: 
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Although initially the MULT field is set to 1, the 
user may want to set a different multiplication 
factor for computing totals. 


To set the multiplier: 


I. 


IN 


Press the F5 key and type M (Multiplier ). 
Then enter the account numbers. (CTRL-END 
will erase any previous multipliers displayed. ) 


Enter the new multiplier — remember that 
this must be an integer value. You may set 
as Many multipliers as you wish. 


Press ESC to record the new multipliers. 


Project the expenses for one month over the 
whole year. Press the F5 key and enter G 1 to 
compute the global totals for January. Press ESC. 
Now press the F5 key to return to the account 
display. 


To project “expenses” (account 4) over 12 
months, type M 4. The cursor will move to the 
MULT field of account 4. Type 12 and press 
ENTER. Projected expenses for the year will 
appear in the TOTAL field of account 4. Press 
ESC to exit. 


This feature can also be useful in computing such 
totals as hourly charges * hours worked, etc. 


Totals by Keyword, Category 
and Priority 


To compute highly specific totals, you can combine 
keyword, category and priority selection with the 
global and running totals commands. You can even 
select an account symbol as a keyword and compute 
all the entries which contain it. 


a 
@ 
To compute either running or global totals in 
conjunction with the keyword, category or priority = 
selection features: Z 
l. Move to the day level. 
2. Type /C and the appropriate category letter. 


5, Type /K and the appropriate keyword and 
press ENTER. 


4. Type /L and the priority rating. 


5. For global totals at either the month or day 
level, type F5 G and the range (enter a single 
number for one day or one month; for several 
days or months, enter the beginning number, 
a hyphen and the ending number). 


6. Press ENTER and press the F5 key to display 


the totals. Clear the totals by pressing the F5 
key and typing C and 0 (zero). 
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Totals with the Scan Feature 
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The scanning feature may be used in conjunction 
with any of the selection features to compute highly 
specific running totals. 


To compute running totals by scanning for entries 
which meet your selection criteria: 


1. After selecting a category (typing /C, a 
category letter, ENTER) and/or a keyword 
(typing /K, keyword, ENTER), and/or a 
priority rating (typing /L, a priority 
designation, ENTER), move to the day level 
on any date which you know precedes the 
first date to be included in the totals. 


2. Press the F5 key and type R (Running Total). 


4, Press the TAB RIGHT key to move forward 
to the next entry. Time Manager will 
automatically move to the first display 
matching your selection criteria. 


4. Deactivate the running total command by 
pressing the F5 key and typing N. 


>: When you are done reviewing the account 
totals, clear them by pressing the F5 key 
and typing C 0. 


Typical Accounting Applications 


In addition to the sample accounting entries 
provided on the October 10 display, the DATA 
diskette supplied with your Time Manager program 
includes several sample business entries for January 
and February. You can use these entries to practice 
typical Time Manager accounting applications. 
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Examples: Jo determine total business for January: 


1. Press the F5 key and type C 0 to clear any 
previous totals. 


No 


Move to the month level and then to 
January. 


3. Press the F5 key and type G (Global Total) 
and 1. The expense totals will be displayed 
in account number 4 (remember that $ is 
the symbol for expenses). The totals cover 
such business expenses as hotel, taxi and 
business lunches. 


Use Time Manager's keyword feature to determine 
how much of this total was expended on business 
lunches: 


L. Press the F5 key and type C 0 to clear any 
previous totals. 


2. Move to the month level and then move 
to January. 


= Type /K, BUSINESS LUNCH and press ENTER. 


Press the F5 key and type G (Global Total), 
and then 1. The expense totals displayed on 
your screen include only those entries for 
business lunches. 


_ 


The entries for February 2 through 7 were made to 
demonstrate Time Manager's usefulness in a small 
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Examples: 
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business environment. The company depicted ts a 
small publishing company with five employees. 


Four jobs were in process during the first week of 
February. Job numbers J2528, J6952, J6955 and 
J7577 were assigned these jobs for accounting and 
billing purposes. A “J” was placed in front of the job 
numbers to avoid the inclusion of these figures in 
any running or global totals. 


Each task performed in relation to a job is designated 
by a two-letter code. For example, W.R. indicates 
writing, T-Y. indicates typing, P.U. indicates paste 

up, etc. Periods are included in the abbreviation to 
avoid confusing them with other similar 
abbreviations which may be used as keywords at a 
later date. 


The initial entry for February 2 is typical of this 
company. 


_. ] Edwin #6 J7577 WR. (150 


This entry indicates that Edwin worked six hours 
writing on job number J7577 and that the charges 
for that task are $150. Note that the * symbol 
denotes account number 3, HOURS WORKED, and 
that the ( symbol denotes account number 9, 
CHARGES, in the accounts display. 


An unusual entry appears on the day level display 
for February 5: 


.. J Rent @-450 & 450 


The at sign, @, indicates ACCOUNTS PAYABLE while 
& indicates ACCOUNTS PAID. Thus, @-450 can be 
used to subtract the rent from accounts payable 
when payment is recorded. 


To obtain a summary of account activity for 
February 2-7: 


l. Press the F5 key and then C 0 to clear any 
previous totals. 


If you wish to see a particular account total (for 
example, job number J2528), enter that job number 
as a keyword (/K J2528). At the day level for 
February 2, press function key F5 and enter G 2-7. 


Narrow the specification even further by requesting 
the total paste up time expended during the week 
for job number J2528. 


L. 


No 


Move to the day level for February 2 and 
press the F5 key and enter G 2-7. The totals 
for the nine accounts will be displayed on 
your screen. 


After checking the totals, press the F5 key 
and enter C 0 to clear them. 
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Clear the totals and make sure you are at the 
day level for February 2. 


Enter /K J2528 PU. 


Press the F5 key, then press the F5 key again 
and type G 2 (be sure to enter keywords to 
match entries on the screen; that is, J2528 
P.U.- NOT P.U. J2528). The number of 
hours and charges for the paste up of job 
J2528 will be displayed. 
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Accounting Subdivisions 


With the proper combinations of keywords, 
categories and account symbols, Time Manager 

has limitless potential for computing operational 
expenses and numerous other sums. So far, you 

have computed global and running totals using Time 
Manager's selection and scan features. Now you can 
expand your accounting capabilities even further by 
specifying a category or an account as a primary focal 
point and then focusing on increasingly narrow 
subdivisions of it to arrive at highly specific figures. 


Example 1: An advertising agency could choose category A 
(advertising ) as the object of its inquiry, then 
further subdivide it through the use of keywords 
— magazine 1, magazine 2 and magazine 3. Each 
magazine would be divided into three accounts — 
accounts receivable (!), accounts payable (@ ) and 
commissions (/\ ). 


To locate the sample entries which illustrate 
accounting subdivisions, move to the day level for 
June Ist, then type /CA. Now that you have 
selected category A, advertising, scan forward to 
the first screen which displays advertising entries 
using the TAB RIGHT key. 


The following will appear on your screen: 
Q02/16/82 TM DATA DISKETTE 08:50:55 


Mag.1 !286.93 
Mag.2 !345 Due from Doe Corp. 
Mag.3 !460 Due from R.S.T. 


SELECTED: A: Advertising LO 
[ESC] [Pg Up-Dn] <-> AY = {ENTER / ? 


The first entry on June 4 indicates that MJ Inc. 
owes $286.93 for the placement of an 
advertisement in magazine 1. Entry number 2 
shows that Doe Corporation owes $345 for an ad 
that was placed in magazine 2. In entry number 3, 
we learn that the company R.S.T. owes $460 for 
an ad placed in magazine 3. 


Move to the next display which includes entries in 
the advertising category. On June 18, MJ Inc. paid 
the ad agency for the advertisement placed in 
magazine 1. The amount received from the client, 
MJ Inc., included a 15% commission of $37.43; 
therefore, that amount was added into account 
number 6 — commissions. On the same day, the 
agency also received the amounts (including 
commissions ) due for ads in magazine 2 and 3. 
The minus sign shows that accounts receivable is 
being reduced since the clients have paid for 
their ads. 
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Move to June 25. You will see the following on 
your screen: 


2/16/82. TMDATADISKETTE 08:47:27 
Friday, JUNE 25, 1982 


Mag.1 @249.50 Inv.6453 6/30 
Mag.2 @300 Inv.4231 6/30 
Mag.3 @400 Inv.9822 6/30 


SELECTED: A: Advertising 
[ESC] [Pg Up-Dn] <> 4¥ = * [ENTER] /? 


According to the top entry, magazine 1 issued 
invoice 6453 in the amount of $249.50 ($286.93 
minus the commission, $37.43) to the ad agency. 
The invoice is due on June 30. Also due on June 
30 are the invoices from magazine 2 and 3 (minus 
the commissions ). AS soon as checks are sent for 
the correct amounts, a minus sign can be placed 
after the accounts payable symbol to reduce the 
amount that the agency owes for magazine 
advertisements (@-249.50, @-300, @-400 ). 
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At any time, the ad agency can select category A 
and a keyword such as MAG.1 ! to find out how 
much a client owes for advertising in that 
magazine. Or, with the keyword MAG.2 @, the 
agency can determine the amount it owes 
magazine 2 for placing ads for its clients. Finally, 
with the keyword <, the agency can compute the 
precise amount of revenue received from 
advertising Commissions. 


You have seen how you can start with a category 


code, then subdivide that category into separate 
keywords and account symbols. Now, reverse the 
focal point, using, for example, the accounts 


payable symbol (@ ). 


Example 2: 


8-20 


Accounts payable could first be divided by 
categories (e.g., A— Advertising; F— Travel; P- 
Purchasing). Then, each category could be 
subdivided by keywords (e.g., A- Magazine 1, 2 
and 3; F-St. Louis, Los Angeles, New York; 

P—- office equipment, supplies, stamps ). 


Locate the sample entries describing these 
subdivisions by moving to the day level for June 4 
and typing /C ESC and /K ESC (to clear the 
selection features). Review the entries located 
under categories F and P, then look at the entries 
on June 18 and 25. 


To compute the total amount for everything that 
is owed for advertising, travel expenses and office 
purchases, select @ as a keyword (type /K @ ). 
move to the month level for June, press the F5 key 
and type G 6. 


Or, you could total the amount in accounts payable 
that is owed for travel expenses by keeping the 
keyword @, then selecting category F. Finally, 

you could easily backtrack to determine the exact 
amount of each office equipment expenditure 

by selecting category P and the keyword O.E. @. 
By using the running totals command in 
conjunction with the selection feature to compute 
each day on which an office equipment purchase 
was made, ycu can see each entry as it is entered 
into the total. 


Obviously, the preceding are very specific examples 
of Time Manager’s accounting capabilities; however, 
they do demonstrate how the program’s accounting 
and totalling features expand through the specifica- 
tion of keywords, categories and accounting symbols. 
Remember that account symbols themselves can 

be used as keywords. Also note that entries can 
contain multiple keywords and account symbols. 
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NOTES: 
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CHAPTER 9. NOTEPADS 


Time Manager allows you to keep dynamic lists of 
miscellaneous information at your fingertips in 

the form of notepads. Typical notepad information 
might include phone numbers, addresses, 
descriptions of special keywords you use in the 
program, your accounting subdivisions, meeting 
agendas and notes, magazine subscriptions, reports, 
assignments and so on. Time Manager provides 
twelve such notepads in the 40 column version and 
six in the 80 column version and a versatile notepad 
editor to easily modify and display them. 
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Selecting Notepads 


To review existing notepads, proceed to either 
month or day level and press the F3 key. You will 
see the following display: 


02/16/82 TM DATA DISKETTE 08:48:15 
Notepad Directory 
Code Name 
A Notepad A 
B Notepad B 
Notepad C 
D Notepad D 
Notepad E 
Notepad F 


Notepad ? 


This is called the notepad directory. As with 
categories and accounts, notepads should be named 
to remind you of their subject matter. (See /AT: 
Changing Notepad Titles, page 11-3.) 


To select a notepad for review: 


i Proceed to either month or day level. 

Z. Press the F3 key to display the notepad 
directory. 

5 Press the letter which represents the notepad 


you wish to display. Once you have selected a 
notepad, you may move from one notepad to 
another by using the PgUp and PgDn keys. 


— 


Enter information onto a notepad using the 
commands for the notepad editor. 


Notepad Editor 


After you have selected a notepad, everything you 
type will appear on the screen. The cursor will 
move to the right one position for each character 
you type. If you attempt to type off the right end 
of the screen, the cursor will jump back to the left 
side and move down a line. Type your name 
several times until this happens. 


Each notepad may contain a maximum of 22 lines. 
Each line may contain a maximum of 40 characters 
in the 40 column display and 80 characters in the 
80 column display version. Only press ENTER when 
you wish to start a new line or avoid having a 

word split on two lines by the automatic return 
feature. After you have reached your character 
limit, the cursor will move to the upper left corner 
of the screen. Any additional characters typed will 
replace the information typed earlier. 
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Since the number of characters in a line and number 
of lines in a notepad are limited, abbreviations 
should be used freely. For example, use J.D. for 

John Doe and H.S. for Helen Smith. The same 
abbreviations may be used for daily entries. If 
necessary, record the abbreviations and their 
meanings on another notepad for future reference. 
It is important to use abbreviations consistently to 
obtain complete and accurate results with the 
accounting, totalling and search features. 


You may also move the cursor around independently, 
without changing the contents of the screen. To 
implement some of the editor commands you must 
relocate the cursor to the position where a character 
is to be inserted, deleted, etc. 


The following is a list of the most frequently used 
editing commands. Refer to the Reference Card or 
press the Fl key when editing a notepad for the 
complete list. Note that most of the Line Editor 
functions also work in the Notepads. 
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ARROW KEYS 


TAB KEYS 


ESC 


HOME 


FIO CTRL END 


END 


INS 


DEL 


( 4y <——) Move the cursor up, 
down, left and right depending on 
the arrow key which is pressed. 
(The up arrow key moves the 
cursor up one line, the left 

arrow key moves it left one 
character, etc. ) 


TAB LEFT (|—) moves the cursor left 
in increments of six spaces at a 
time. TAB RIGHT (—|) moves the 
cursor right in the same increments. 


Pressing the ESC key records your 
notepad changes to the DATA 
diskette, and returns you to the 
notepad directory. 


Pressing ESC a second time returns 
you to the day or month level at 
the point from which you entered 
the notepad system. 


Moves the cursor to the top left 
corner of the notepad. (Pressing 
HOME twice will move the cursor 
to the bottom left corner of the 
notepad. ) 


Pressing the F10 key and the CTRL 
and END keys simultaneously 
erases all characters from the 
current cursor position through 
the end of the notepad. 


Moves the cursor to the space 
following the last character on the 
current line. 


Inserts a blank space. 


Deletes the character marked by 
the cursor. 


Take a few moments to try some of the other editing 
functions which are described in the Reference 


Card. Also, you may press the F1 function key while 
in a Notepad to see the Notepad HELP menu. 


Note: If you accidentally disrupt the 
contents of a notepad, press the F10 key 
and the ESC key. This will abort any 
changes to the notepad and take you out 
of the notepad system. 
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CHAPTER 10. PRINTING 


Time Manager provides two ways of obtaining a 
hard copy of the data you have entered. The first 
method prints single screen displays. The second 
prints consecutive screen displays. 


To use either print method, you must have the 
optional JBM 80 CPS Matrix Printer. 


10-1 


Screen Printing 


With the exception of the opening screen, any of 
Time Manager's displays can be printed out on the 
IBM 80 CPS Matrix Printer. You may obtain hard 
copy of notepads, account totals, calendar pages, 
day level displays, or selected displays. Always make 
certain that your printer is properly connected to 
your computer, turned on and loaded with paper 
before attempting to print. 


To print out the contents of any single screen: 
L, Move to the screen you wish to print. 


2. Wait to see the flashing cursor. Then 
simultaneously press the CTRL and P 
keys. You will receive a printed copy 
which is identical to the display on 
your screen. 


4. If your printout is double spaced when it 
should be single spaced (or if the lines 
print over each other), type /FF/FW. This 
command turns the line feed flag on (or 
off) and then writes the command to the 
diskette. (For more information on flags, 
refer to “/F-Flag Commands”, page 11-0.) 


Example: To obtain a print-out of your category names, 
type /C, wait for the display to appear on your 
screen and press the CTRL and P keys. The 
printing process will then begin. When it is 
complete, press ESC. 


Note: You may also press SHIFT and 


PRTSC simultaneously to print out a 
screen. 
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Global Printing 


To print a day level display with more than 16 
entries, several displays or a series of selected 
entries, use the global printing feature. Once 
again, be sure the printer is properly connected to 
your computer, turned on and loaded with paper 
before attempting to print. 


To print out the contents of more than one 

display: 

l. Press the F6 key. (You may be at either 
month or day level when you issue the 
global print command. ) 


2. The following message will appear on the 
screen: 


Range: start, end day (1-31): 
if you are at the day level, or 
Range: start, end month (1-12): 


if you are at the month level. 


In either case, enter the range of days or 
months you wish, separating the numbers 
with a hyphen, and press ENTER. The printing 
process will begin. 


3. You may also use the keyword, category or 
priority selection features to print out very 
specialized material. Only the entries which 
meet your specifications will be printed. 
When printed, multiple, nonconsecutive 
entries are sorted by date. 


When the printer stops, press the ESC key. 
If you wish to abort the printing process, 
press the ESC key before the printer 
stops. 


_— 
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To obtain a print-out of all October entries 
involving JONES: 


l. 


Li 


Move to the month level for October. 
Enter /K JONES to select that keyword. 


If necessary, type /C ESC and /L ESC to 
clear the category and priority selection 
features. 


Press the F6 key and enter 10 (remember 
that if only one number is entered the 
range is restricted to that day or month). 
You will receive copies of all entries for 
Jones in October. 


When the printer stops, press the ESC 
key. 


CHAPTER 11. ADDITIONAL 
FEATURES 


Personalizing Your DATA Diskette 


With the alter and flag commands you can change 
your DATA diskette to suit your individual needs. 


/A — Alter Commands 


/A F1: Displays the alter command HELP menu. 
Press Fl again or any key to return. 


/AA: Changing Account Descriptions 
To change the name of an account: 
1. Type /AA (Alter Account). 
2. Enter the account number and type in the 
new name. If letters from the old name 
remain On your screen after you have entered 


the full new title, use the space bar or 
CTRL-END to erase them. 


5. Press ENTER. 

7 To change a second name, repeat steps 2-3. 

5. Press ESC to record the changes. If you 
change your mind, and wish to retain the 


original name/description press CTRL-Q to 
abort the change. 
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Example: 


To change account 8 to MEDICAL, type /AA (Alter 
Account), press 8 and enter MEDICAL. Use the 
space bar or CTRL END to erase any remaining 
characters. 


Without pressing ESC, change account 5 to BOOK 
ROYALTIES by pressing 5 and entering BOOK 
ROYALTIES. Now press ESC to save your changes. 


If you press CTRL-Q instead of ESC, your changes 
will be aborted, and the original names preserved. 


Note: The line editor commands 
described on page 6-5 may be used 
when altering account descriptions. 


/AC: Changing Category Names 


Example: 
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To change category names: 


l. 


Type /AC (Alter Categories), then select the 
letter of the category whose title you wish 
to change. 


The cursor will move to the old name, and 
you may then enter the new name (using the 
space bar or CTRL-END to erase any remaining 
characters). Be sure to press ENTER after you 
have typed the new category name. 


Change as many names as you wish, pressing 
ESC when you are completely through to 
record your changes onto the DATA diskette. 
If you wish to abort your changes, press 
CTRL-Q instead of ESC. 


Change category N to SPECIAL EVENTS. Type /AC, 
press N, and enter SPECIAL EVENTS. Press ESC to 
record the change. 


To check your change, type /C. SPECIAL EVENTS 
will be displayed as the title for category N. 


/AD: Alter Date 
This function sets the indicated date to “today.” 
This date will appear in the upper left corner of the 
calendar. All starred entries will appear on this 
date. Pressing the HOME key will automatically take 
you to this day. 
To set today’s date at the month level: 


3 Move to the desired month using the PgUp 
or PgDn key. 


2. Move to the desired day using the arrow keys. 
5. Type /AD. 
To set today’s date at the day level: 


l. Move to the desired day using the PgUp or 
PgDn key. 


2. Type /AD. 


/AN: Changing Notepad Titles 
To change a notepad title: 
l. Proceed to either month or day level. 


2 Type /AN (Alter Notepad Title). 


3. As prompted by the screen, enter the letter 
which represents the name you wish 
to change. 

f. Type in the new title. Notepad titles may 


contain a maximum of 16 characters and 
spaces. If letters from the previous title remain 
after you have entered the new title, press the 
space bar or CTRL-END to erase them. 


5. Press ENTER. 


Example: 


Press ENTER a second time to record the 
change. Time Manager automatically records 
the title you enter in the notepad directory 
on the actual notepad. It is unnecessary to 
re-enter the new title on the notepad itself. 


Proceed to the month level calendar display and 
type /AN. You will see the notepad directory. 
Press A and a blinking cursor will appear under 
the first letter of the title of Notepad A. Type: 
Abbreviations and press ENTER. Press ESC to 
record the changes. If you press CTRL-Q instead 
of ESC, your change will be aborted. 


Note: The line editor commands 
described on page 6-5 may be used when 
changing notepad titles. 


/AT: Changing Your DATA Diskette Title 
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To change the title of your DATA diskette, proceed 
as follows: 


a 


é. 


Proceed to the calendar page display. 


Type /AT (Alter Title). The current title will 
be displayed on the screen. 


Title: TM DATA DISKETTE 


This is the title of the DATA diskette supplied 
with the Time Manager program. Type in your 
own title, using as many as twenty characters 
and spaces. If you make a mistake, use the 

left arrow key to back up to your mistake, 
then correct the error. If any letters from the 
Original title remain, press the space bar a few 
times to erase them. All the editing commands 
discussed in “The Line Editor,” page 6-5 may 
also be used to change a diskette title. 


Press ENTER. The computer will request: 


WRITING GENERAL INFO ONE MOMENT 
PLEASE.. 


while it reads or writes your data. When the 
calendar page reappears, your new title has 
been recorded. 


Note: If your application requires 
the use of multiple DATA diskettes, 
you may create separate titles for 
each by following the procedure 
listed above for each diskette. 


/AY: Updating the Year 


If the year at the top of the calendar page is not 
correct, you may update it by following this 
procedure: 


1. 


Type /AY (Alter Year) from the month level. 
The screen will display: 


Diskette year: 


Enter the last two digits of the current year. 
If you make an error, use the left arrow key to 
erase it, then re-enter the correct numbers. 


Press ENTER to record the change on your 
diskette. 


To check your change, press ESC once to 
return to the opening screen. Since your 
DATA diskette is already in the drive, press 
ENTER. Your new year will be displayed. 


Acknowledge the date by pressing ENTER and 
the time by pressing ENTER once again. The 
calendar page display will appear. 


Note: Changing the year will not 
affect any data stored on the DATA 
diskette. Only the year of the diskette 
will be changed. 
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/F — Flag Commands 


Time Manager uses four “flags” like switch settings 
to select certain special features. Issuing a flag 
command always reverses the flag’s setting — if the 
flag was on, it is turned off and vice versa. 


Flags may be set at either the month or day level. 


To view the current flag settings, type /Q. See page 
11-14 for a discussion of the /Q command. 


A brief description of each flag follows: 


/¥F F1: Displays a flag “HELP menu.” 


Press F1 again, or any key to return. 


/¥FF: Feed Flag 


The Line Feed Flag Command at its current single- 
spaced setting instructs the printer to generate line 
feeds with carriage returns. If your printer produces 
copy that is single spaced, the feed flag setting is 
correct. However, if your printer starts double 
spacing when it should be single spacing, or 
Overprinting, typing /FF will set the feed flag back to 
the single space command. 


/FL: Lower/Upper Case Flag 


11-6 


Time Manager is set to allow you to type in both 
upper and lower case. However, if you wish to work 
strictly in upper case mode, type /FL. All input 

from the keyboard, all screen displays and all printed 
matter will appear in upper case only. 


/FG: Quiet Flag 


As you may have noticed, Time Manager produces 
short tones as you move from day to day or when 
running totals (each tone indicates that a scan for 
a transaction has been completed). In addition, the 
pointers flash. This feature is provided to increase 
the interactive nature of Time Manager. 


This audio-visual stimulation is provided only 
when the Quiet Flag is set to the OFF position. If it 
is ON, no tones sound (except as error signals ). 
This flag can be switched ON and OFF to suit your 
personal preference. 


/FX: Expert Flag 


As you become proficient in the usc of Time 
Manager, you may want to eliminate the display of 
error messages, as the two tone error indicator may 
be sufficient warning. To eliminate error message 
display, type /FX to switch on the expert flag. If you 
still wish to see an error message when the tone 
sounds, you may do so by pressing the ? key even 
though the expert flag is set. To restore the 
automatic display of error messages, type /FX a 
second time to turn the expert flag off again. 


/FW: Write Flag 


If you have changed any of the flag 

settings, you may record those changes on your 
DATA diskette by typing /FW (Write). Whenever 
Time Manager is loaded, the flag settings recorded 
on your diskette will be used. 
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/FR: Recover Flags 
To cancel any flag changes you have made, type 


/FR (Recover). This recovers the flag settings that 
were previously written on your DATA diskette. 
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Other / Commands 


This section discusses the / commands that have not 
been presented in previous sections. 


/B — Buzzer 
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The alarm buzzer is a special feature which enables 
you to set a buzzer to go off at a predetermined time. 


To set the alarm buzzer: 
a Proceed to the day or month level. 
Zi Type /B (Buzzer ). 


3, Enter the time at which you would like the 
buzzer to sound. You must enter the time in 
twenty four hour format, as hh:mm. You must 
include zeros as place holders, when 
necessary. 12:01 A.M., the first minute of 
the day is entered as 00:01, 1:00 A.M. is 
entered as 01:00, 9:00 P.M. is entered as 
21:00, and so forth. 


4. Check the screen to be sure the time you 
entered is correct. Then press ENTER. 
>. After the buzzer sounds, deactivate it by 


pressing the END key. 


You can check the time at which the buzzer is 
scheduled to sound at any time by typing /B. If the 
buzzer has been correctly set, the prompting message 
will include that time. Press ENTER if you do not 
wish to change the time displayed. If you do wish to 
change it, type in the desired time and press ENTER. 


You may cancel the buzzer before it goes off in 
either of two ways: by typing /B ESC or by returning 
to Time Manager's opening display by pressing ESC. 


/1 — Interval Computation 


Examples: 


Time Manager provides a command for computing 
the interval between any two dates. 


To compute the number of days between two dates: 


1. 


Zs 


Proceed to the month level. 


Move to the first date (using the /Y Year 
Shifting command, if necessary). Move the 
pointers to the date and press the space bar 
to mark it. 


Move to the second date. Type /I. Time 
Manager will instantly compute and display 
the interval. 


Press the space bar to clear the display. 


To compute the number of days between March 1, 
1936, and October 1, 2011, move to the month 
level for March and enter /Y46 (to indicate 
1936). Move the pointers to the Ist. Then press 
the space bar. Next, move to the month level for 
October and enter /Y111 to indicate the year 
2011. Finally, type /I and the interval of days 
between the two dates will appear at the 

bottom of the screen. 


As another example, compute the number of 
days you have lived. Move to the month level. 
Display the month and year of your birth (using 
the /Y command) and move the pointers to the 
correct day. Press the space bar to mark your 
birthdate. Now move to the present date. Type /I. 
Time Manager will display the interval. Press 

the space bar to clear the display and continue. 
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Note: Intervals are calculated in modulo 
65,536 arithmetic. Any interval which 
exceeds 65,536 will be reported as the 
remainder of that number minus 65,5360. 
For example, the number 65,538 will be 
calculated as 2. 


/M — Moving Entries 


Time Manager provides commands which may be 
used to shift and copy entries from one day to 
another. All of the commands use the “move buffer,” 
a part of your computer's memory which stores 

one entry at a time. Type /M F1 to see the Move 
Command HELP menu, then F1 ESC to return to 

the day or month level. 


/M: Moving Within A Month 


Example: 
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To move an entry from one day to another within 
a month: 


if 


A 


Proceed to day level. 


Move the pointers to the entry you wish 
to move. 


Type /M and enter the number which 
represents the day you wish to move the entry 
to (remember to press ENTER). Your entry 
will automatically disappear from its original 
position and reappear on the page for the 
date you indicated. 


Note: Using the /M command 
automatically deletes the entry from 
its original position. If you do not 
wish to delete the entry, but only to 
copy it onto another day while 
preserving it on the original day, 
use the /MS or /MG commands 

(see below). 


Move the entry for Halloween from the 3 Ist to 
the 20th. Begin by moving to the day level for 
October 31. Then, move the pointers to the 
Halloween entry (if they aren’t already there) 
and enter /M20. Move it back to the 31st by 
entering /M31. 


/MS/MG: Copying Entries at the Day Level 


With the MS (Move/Save ) and MG ( Move/Get ) 
commands implemented together, an entry can 

be moved from one day to another within a month 
without deleting it from its original location. To 
copy an entry from one day to another within 


a month: 
1. Move to the month level. 
2 Proceed to the month which contains the 


entry you wish to move. 


4. At the day level, move the pointers to the 
entry vou wish to move. 


+, Type /MS. A copy of vour entry will be moved 
into the move buffer. Since the move buffer 
can only hold one entry at a time, /MS erases 
any entry already in the buffer. 


: Type the date to which the entry should 
be moved. The screen will display the date 
vou enter. 


oF Type /MG. The entry will now be copied 
from the move buffer to your screen. 


Example: To practice copying entries, move the pointers to 
the top entry on October 10 and type /MS 
(Move/Save ). This places the entry into the move 
buffer (since the move buffer can only hold one 
entry at a time, /MS erases any entry already in the 
buffer). Then, tvpe the date to which the entry 
is to be moved; for example, type 16. The screen 
will shift to the requested day. Finally, type /MG 
(Move/Get) to move the saved entry from the 
buffer onto the screen. 


DEL, /MG: Moving Entries from One Month to Another 


To move an entry from the day level in one month 
to the dav level in another month: 


l. Proceed to the day level. 
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Example: 


IN 


GO. 


Move to the day which contains the entry 
vou wish to move. 


Move the pointers to the entry you wish 
to move. 


Press the DEL key. This deletes the entry 
from the first position and places it in the 
move buffer. If you do not want to delete the 
entry from the first position, type /MS 
(Move/Save ). Your entry will be preserved in 
its original position. 


Move to the day level for the month to which 
you wish to copy. 


Type /MG (Move/Get). Your entry will appear 
on the date vou indicated. 


Move the entry on October 16 to November 18. 
Position the pointers on the October 16 entry and 
press DEL. Move to the day level for November 18 
and type /MG. 


Note: If you do not wish to delete the 
entry from its original position, use the 
/MS command instead of DEL, then 
follow the same procedure. 


/MG: Move/Get 
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The /MG (Move/Get) command may also be used to 
repeat entries an unlimited number of times without 
deleting them from their original locations. To 
repeat an entry: 


F 


IN 


Move to the day level and proceed to the day 
which contains the entry you wish to repeat. 


Move the pointers to the appropriate entry and 
place it into the move buffer by typing /MS or 
DEL. Creating an entry will automatically 
place that entry into the move buffer. 


Type /MG once for each time you wish to 


repeat the entry. Your entry will appear as 
many times as you specified. 


Example: Make an entry for October 16 with priority 1, 
category C and text: 


Check received !100.00 


Make sure your selection features are turned off 
so you Can see your entry. 


Now imagine that you received three more checks 
for the same amount. Instead of going through 

the entire entry process three times, type 
/MG/MG/MG, and the entry will appear a total 

of four times (once for the first time you entered 
it, and the other three for the three /MG 
directives ). 


/MC: Clearing the Move Buffer 


You may erase any entry from the move buffer by 
typing /MC (Move-Clear). 


Checking the Move Buffer 


When moving or duplicating entries, you may wish 
to verify the contents of the move buffer to assure 
yourself that you are moving the proper entry. We 
recommend that you check the contents of the move 
buffer before typing /MG, since all entry insertions 
and deletions are automatically placed there. 
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To check the contents of the move buffer: 


hi Type /Q. The contents of the move buffer as 
well as the current flag settings will be 
displayed on the screen. 


zn If the entry in the buffer is not the one you 
want to duplicate, press the ESC key. You will 
return to day level. 
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4. Type /MC (Move/Clear) to clear the buffer. 


4. Move the pointers to the correct entry and 
either type /MS or press DEL. You may then 
proceed with the appropriate Move command. 


/Q — Query Status 


You may check the current status of the Time 
Manager program at any time with the /Q (Query) 
command. The following information is displayed 
each time you give the /Q command: 


The first three lines of the display describe the 

flag settings. The second line indicates the current 
flag settings; the third line displays the flag settings 
recorded on your DATA diskette. 


The row entitled STARS indicates the number of 
entries with a * priority and the number of 
additional star priority entries which can be made. 
The maximum number of * priority entries is 88 
in the 40 column display version and 44 in the 80 
column display version. 


The next line of the display shows how many entries 
you have made for the current month and how 
many more can be added. This line will appear only 
if you have moved to the day level since you last 
started Time Manager. 


The next line displays the Move Buffer contents. 


The last line of the display lists any keywords, 
categories and priority ratings currently selected. 


After you have completed your status review, press 
the ESC key to move back to the month or day 
level (depending on where you were when you 
issued the command). 
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/R — Repeat Entries 


In the Moving Entries section you learned how to 
transfer an entry from one day to another by 
duplicating or deleting the original entry. Although 
those procedures were helpful for transferring 

one or two entries, they are very cumbersome when 
used for frequent entries such as weekly reminders. 


Fortunately, Time Manager can automatically repeat 
entries at periodic intervals with the /R (Repeat ) 
command. 


To repeat an entry at periodic intervals: 


1. Place the appropriate entry in the move 
buffer. If you just made the entry, it will 
already be there. If it is not, use the /MS 
(Move/Save ) command to move it there. 


Z From the day level, type /R. You will see 
this message: 


Repeat: ssPrr: 


Time Manager requires three pieces of 
information to repeat an entry. The first, ss, 

is the span; that is, the number of time units 
between repetitions of the entry. The next 
parameter, P, is the time unit — days (D), 
weeks (W) or months (M). Finally, rr 
represents the number of times the entry is to 
be repeated. This will become more clear 
when you follow the example below. 


.. Enter this information in precisely the order 
indicated. Then press ENTER. Your entry will 
be repeated as indicated. If you specify a wide 
span, Time Manager may take a few moments 
to read and write monthly data, so be patient. 
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If the number of repetitions you set takes 
you past the last day stored on the diskette, 
you will receive a “REPEAT went off end” 
error message. 
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Example: 
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To repeat an entry once a week for seven weeks, 
type /R and enter 1W7 to represent one week, 
seven repetitions. To repeat an entry twelve times, 
once every four days, type /R and enter 4D 12. 


Now type /R and enter 2M5 to repeat an entry 
once every other month for ten months (every 
second month for 5 months equals a time span of 
10 months). 


Remember that “rr” is the number of new entries 
to be made, not the number of time units. For 
example, if you wanted to repeat an entry every 
five days for 20 days, you would use 5D4 and 
NOT 5D20. The latter would create 20 entries, 
one every five days. 


/Y — Year Shifting 


At the month level, Time Manager can display 
calendar pages from January of 1901 to December 
of 2155. You could use the PgUp and PgDn keys to 
move through years at a time. However, this could 
be a very time consuming process. 


Instead, to move directly to a calendar page for a 
specific year, use the following procedure: 


l. Proceed to the month level. 


Z. If you wish to review any year in the 20th 
century, type /Y (Year) and enter the last 
two digits of the year you wish to review. If 
you wish to review a year in the 21st 
century, type /Y1 and the last two digits. If 
you wish to review a year in the 22nd 
century, type /Y2 and then enter the last two 
digits. 


3. Press ENTER and the year you have requested 
will immediately be displayed on your 
screen. 


Example: Find the exact day of your birth. Use the PgUp and 
PgDn keys to move to the correct month and 
the arrows to move the pointers to the correct 
day. Type /Y and enter the year of your birth. 
The pointers should now be pointing at your 
birthday on the calendar page for that year. 
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Repeat Factors 


Example: 


11-18 


With Time Manager's “repeat factor” facility, any 
single keystroke command (such as arrow keys, 
PgUp or PgDn) may be repeated up to 65,535 times. 
To repeat a keystroke command: 


1. 


aa 


Move to the appropriate position on the day 
level page. 


Press the CTRL and W keys simultaneously. 


Type in the number of times you want to 
repeat the keystroke command. 


Press the key you wish to repeat. The selected 
keystroke will be repeated the requested 
number of times. 


Move to the month display for January 8 and press 
CTRL-W. An “R” will appear in the lower right 
corner of the screen. Type 120 for the number of 
repetitions (each digit will appear individually 

as you type the entire number) and press the 
down arrow. Since down arrow at the month 

page moves the pointers forward one week, this 
sequence moves the pointers forward 120 weeks 
to April 28, 1984. 


Now press CTRL-W6 and the up arrow key to 
move back six weeks. Check the location of the 
pointers on the current display to make sure that 
you typed the correct instruction (they should 
be pointing to March 17, 1984). 


The repeat feature may also be used to draw 
lines in notepads. For example, at the month or 
day level, type F3, select notepad A, press 
CTRL-W and type 40-. The dash will be repeated 
4() times, instantly drawing a line across the 
screen. 


Multi-Line Entries 


A normal daily entry’s text field can include as 

many as 30 characters and spaces in the 40 column 
display version and 62 characters and spaces in 

the 80 column display version. If you need more 
space for an entry, you may acquire additional 

space by pressing CTRL-ENTER instead of ENTER 
when you approach the end ofa line. After you 

have pressed CTRL-ENTER, you will see this prompt: 


MORE: 


The “MORE” message indicates that you may add 
another line of text to the entry. You can repeat 

this procedure several times until you have 
completed your entry. The entry will not be 
displayed on the screen until you finally press ENTER. 


We recommend the use of abbreviations to avoid 
many multi-line entries. As the move buffer can 
hold only a single line, you will not be able to use 
any of the move commands with multi-line entries. 
In addition, Time Manager scans only the first line 
of a multi-line entry. Consequently, you must be 
careful not to include keywords in additional lines 
as they will be overlooked. 


Each line of a multi-line entry counts as one entry 
toward the capacity of your DATA diskette. 


Since subsequent lines of a multi-line entry do not 
have category, priority and permanence ratings of 
their own, the pointers will skip those columns 
when you use up arrow and down arrow to move up 
and down past those lines. They will return to 

their original positions once you get past the 
additional lines. 


C) 
oe 
S 
mes 
S 
4 
= 
DP 


11-19 


11-20 


CHAPTER 12. BEGINNING A 
NEW YEAR 


Each DATA diskette normally contains information 
for one year. At the end of the year you will need 

to prepare another DATA diskette for the upcoming 
year. 


To prepare a DATA diskette for the new year, you 
will need to: 


° format a new diskette 
° copy the past year’s information 
° delete nonpermanent entries 


The data on your new diskette will then be 
identical to that on the old diskette except that all 
nonpermanent entries will be erased. 


There are two ways to format and copy Time 
Manager DATA diskettes. One way was described in 
“Backing Up Your DATA Diskette,” page 2-8. This 
method uses the IBM Disk Operating System (DOS) 
to produce the new diskette. The second method 
uses the DATA diskette creation and copy commands 
available in Time Manager. The /Z command allows 
you to create a DATA diskette that is ready to use. 
However, the new diskette it will contain no entries. 
The /X command allows you to copy all the 
information from one DATA diskette to another. 


Before preparing a DATA diskette or diskettes for 
the new year, be sure to total and record all 
accounts for the previous year and make a backup 
copy of that DATA diskette. Recording your totals 
for various accounts, keywords and categories will 
enable you to backtrack and check your records 
quickly and easily. 
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The DATA diskette supplied with Time Manager 
contains permanent entries for holidays, as well as 
other information such as account and notepad 
titles. This DATA diskette also contains many sample 
entries that you may or may not want to include 

on the diskette you plan to use. This section shows 
you how to copy all the information on the DATA 
diskette supplied with Time Manager to a new 
diskette and then quickly delete extraneous 
information. It is a good idea to place the write 
protect tab over the notch in your old DATA diskette 
before you proceed. 


Creating a DATA Diskette 


To create a new DATA diskette: 


iF 


Start Time Manager using the instructions in 
the section entitled “Loading Time Manager,’ 
page 3-1. 


Type /Z from the month level. This is the 
diskette creation command. The following 
will appear on your screen: 


DISKETTE TITLE: 


If you are not planning to copy your current 
entries onto the new DATA diskette, you may 
change the new diskette’s title by specifying 
a different title when you create the new 
diskette. 


However, if you do copy your current entries 
onto the new DATA diskette (with the /X 
command), the old title will be copied also, 
unless you type /AT (Alter Title) when the 
copy process is complete and enter a new title. 


Note: If for any reason you wish to 
discontinue the creation process, 
press ESC. 


To change the new diskette’s title at creation 
time: 


1. Press any key except Y. This will move 
the cursor to the DISKETTE TITLE line. 


Z, Enter the new title, using the space bar 
or CTRL-END to erase any characters 
which remain from the old title. Press 
the ENTER key. 


Note: If you do not wish to 
change the title, press ENTER 
to accept it as it is. 
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After you have entitled the diskette, the 
following will appear on your screen: 


YEAR: 


Similarly, if you do not copy current entries 
onto the new diskette, you can change the 
year entered on the diskette when you create 
it. Otherwise, after you have copied the old 
entries onto the new diskette, change the 
year marked on the diskette by typing /AY 
(Alter Year) and entering the new year. 


In either case, only enter the last two digits 
of the new year and press ENTER. If you wish 
to retain the old year, simply press ENTER. 
The following prompt will appear: 


START MONTH: 


Time Manager DATA diskettes contain 
information for a specific range of consecutive 
months. Normally, a diskette will accommodate 
a year's worth of information. However, if you 
use your program extensively, you may 

wish to put only six months on a diskette to 
increase the amount of information you 

may enter for each month and day. 


Enter the appropriate starting month at this 
point in the creation process. Then press 
ENTER. For example, if you would like a six 
month diskette covering July through 
December, enter 7 (for July). If you wish to 
retain January as the starting month, press 
ENTER instead. Time Manager will then ask: 


END MONTH: 


A DATA diskette usually has either a six month 
or twelve month format. Putting fewer than 
nine months on a diskette does not increase 
the monthly capacity beyond the monthly 
capacity of a six month diskette. Similarly, ten 
and eleven month diskettes can hold no more 
information per month than a twelve month 
diskette. Normally, your diskette will contain 


exactly six or twelve months. Also, a diskette 

cannot contain information for months in two 
calendar years. For example, you cannot create 
a DATA diskette for September through March. 


Now, enter the ending month for your new 
DATA diskette. For a six month diskette 
beginning in January and ending in June, type 
6 and press ENTER. If you are creating a 
twelve month diskette and wish to retain 
December as the ending month, press the 
ENTER key. You will then be asked to specify: 


DRIVE: 


If you have more than one diskette drive, you 
may leave your current DATA diskette in its 
drive and perform the creation process on the 
new diskette in the second drive. However, 
you must inform Time Manager of the 
location of the new diskette. Press A if you 
want to perform the creation process on the 
diskette in drive A. Press B if you want 

drive B. 


If you have only one diskette drive, press 
ENTER. The computer will format the diskette 
in drive A. The following will appear on your 
screen: 


FORMAT DISKETTE: 


If the DATA diskette you are creating is an old 
Time Manager diskette, and therefore has 
already been formatted, you will not need 
to format it again. In that case, press N in 
response to the FORMAT DISKETTE: prompt. 


If you are using a new diskette or one that 
has not been formatted according to the 
special Time Manager formatting procedure, 
you must indicate so here. Press Y to 

inform the computer that it will be necessary 
to format the diskette. 


Note: All Time Manager DATA 
diskettes must be formatted with 
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Time Manager's special formatting 
procedure. Diskettes formatted 
under any other system will not 
work with Time Manager. 


Next, the computer will ask: 


Ok to proceed? 


If you wish to proceed with the diskette creation 
process, press Y. 


However, if you would like to review the 
answers you have given to the creation 
prompts thus far, you may do so by pressing 
any key other than Y. You may change any 
response, but be sure to press the ENTER key 
after you do to record the answer. If you 
wish to retain an answer you previously 
entered, press ENTER. Time Manager will 
then ask you to: 


Insert new diskette and press Y: 

To create a DATA diskette: 

l. Check to see that the diskette to be 
formatted is in the diskette drive you 


previously indicated. 


‘J Press Y. If you press ESC, you will abort the 
procedure and return to the month level. 


If you chose to format the diskette, you will 
see the message: 


>formatting< 


After a few moments, this message will 
disappear and an arrow will move across the 
screen. When the arrow meets the asterisk 
on the right side of the screen, the creation 
process is complete. 


The creation process may take one or two 
minutes, so be patient. 
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When the creation process is complete, you 
will see the message: 


>complete< 

Press ESC to return to the month level. 
You are now ready to copy DATA and reference 
information from your old DATA diskette to the 
newly created DATA diskette. 
If you do not wish to copy information from the 


Old diskette, your DATA diskette is now ready for 
use. 
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Copying an Old DATA Diskette 


If you have followed the instructions for “Creating A 
DATA Diskette,” you are now ready to copy all 

data from your original DATA diskette onto the new 
DATA diskette. 


The procedure for copying is different for single and 
double diskette drive systems. Follow the instructions 
for your system. 


Note: The source diskette referred to in the 
following instructions is the original DATA 
diskette. The destination DATA diskette is the 
newly created DATA diskette upon which you 
will copy data from the original. 


One-Drive System 
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l. If you have just finished the DATA diskette 
creation process, a calendar page should be 
displayed on the screen. If not, using the 
instructions for “Loading Time Manager” 
on page 3-1, proceed to a calendar display. 


Zs Insert your original DATA diskette into the 
diskette drive. 


4. Type /X. The computer will inquire: 
l- or 2-drive copy (1/2)? 

4. Press 1. The computer will then ask: 
Copy will CLEAR TM. Proceed (Y/N)? 

5. To properly copy information from the 
original diskette, your computer must clear 
all Time Manager data from its memory. Thus, 
to proceed with the copying routine, press 


Y (pressing N will stop the copy process ). 
The message 


WORKING... 


will appear on your screen. Then, when you 
see this message, 


Insert destination diskette and press ENTER 
remove the original DATA diskette. Replace it 
with the newly created backup diskette. 
Then press ENTER. 

6. When the message 
Insert source diskette and press ENTER 
appears, remove the backup diskette 
from the drive, insert the original DATA 
diskette and press ENTER. 

rf Then, when the message 
Insert destination diskette and press ENTER 
appears once again, reinsert the backup 
diskette and press ENTER. When the copying 
process is complete a display detailing the 
results of the operation will appear (see 
“Copying Results,” page 12-10). 

Two-Drive System 

1. If you have just finished the DATA diskette 
creation process, you should see a calendar 
page displayed on your screen. If not, using 
the instructions for “Loading Time Manager, ” 
page 3-1, proceed to a calendar display. 


2. Insert the original DATA diskette into drive 
B. 


3. Type /X. The computer will ask: 
l- or 2-drive copy (1/2)? 
4. Press 2. You will then be asked: 


Copy will CLEAR TM. Proceed (Y/N)? 
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6. 


To properly copy information from the original 
DATA diskette, your computer must clear the 
Time Manager data from its memory. Thus, 

to proceed with the copying routine, press Y 
(pressing N will stop the copy process). 


You will be instructed to: 


Put dest diskette in drive A and press ENTER 
(If your original DATA diskette is in A, 

you will be instructed to put dest diskette 

in drive B.) 


Place your backup diskette into drive A, 
check to make sure your original DATA 
diskette is in drive B, then press ENTER. 
The message 


WORKING... 


will appear on your screen. Time Manager 
will automatically read all data from the 
original DATA diskette and write it onto the 
newly-created DATA diskette. When the 
copying process is complete, the results 
will be displayed as noted below. 


Copying Results 


12-10 


If all months were successfully copied onto the 
new DATA diskette, the following display will appear 


On your screen. 


RESULTS: 

jJ............* SUCCESSFUL * 
* SUCCESSFUL «* 
M. * SUCCESSFUL * 
iD aos oe ice eeb we Meahe * SUCCESSFUL * 
M. * SUCCESSFUL * 
Siiwscce va cow © SOCCER & 
j............* SUCCESSFUL * 
BO a Bien hel he be hs * SUCCESSFUL * 
a * SUCCESSFUL * 
i? * SUCCESSFUL * 
eS eee ae od eee * SUCCESSFUL * 
| er * SUCCESSFUL * 


COPY COMPLETE. PRESS ESC TO EXIT... 


If you were copying a twelve month diskette to a 
diskette formatted for six months, you would see the 
following: 


RESULTS: 

5 sc cue eae ae ae * SUCCESSFUL * 
ee eee * SUCCESSFUL * 
M............* SUCCESSFUL * 
EE * SUCCESSFUL * 
M............* SUCCESSFUL * 
J............* SUCCESSFUL * 
a NO DESTINATION 
|, ne NO DESTINATION 
———_— NO DESTINATION 
See we KEE NO DESTINATION 
Pie oreia: naw mas NO DESTINATION 
i: pet. cawas aac NO DESTINATION 


COPY COMPLETE. PRESS ESC TO EXIT... 
Press ESC to return to the month level. 


See “/AT: Changing Your DATA Diskette Title,” page 
11-4 and “/AY: Updating the Year,” page 11-5 

for information on changing the title and year of the 
new diskette. As soon as you record that information, 
you will be ready to delete all nonpermanent entries. 


Note: If the computer emits a tone and 
displays the message “** Unable to read..” 
or “Unable to write..’, a diskette error has 
occurred. In this event, restart Time 
Manager by pressing ESC and try again. If 
the problem persists, repeat the creation 
and copying processes or try a new blank 
diskette. 


Jy 
e 
mt 
< 
- 
ad 


12-11 


Example: 
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Deleting Nonpermanent Entries 


When used at the month level, DEL removes all 
nonpermanent entries for that month which meet 
your selection criteria. You may copy all entries 
from a previous year Onto a new diskette, and use 
the delete command to remove all nonpermanent 
ones. As a result, you can retain all holidays and 
other recurring events on the new diskette. 


To delete the nonpermanent entries for the month 
of January: 


l. Move to the month level for January. 


2. Press DEL. The following will appear on 
your screen: 


Delete nonperms: Please verify (Y/N )? 


=i Press Y. The following message 
will appear: 


Ready to write. Proceed (Y/N)? 


4. Press Y again and the computer will 
inform you that it is 


_.. WRITING JANUARY 


5. Repeat this procedure for each of 
the remaining months in the year 
to prepare your DATA diskette for 
the new year. 


Your new DATA diskette is now ready for use. 


Note: Check the dates of holidays which 
do not always occur on the same date (i.e., 
Thanksgiving ). Correct them with the 

/MS and /MG features. 


Use the Repeating Entries feature to enter events 
which recur at regular intervals (1.¢e., a Monday night 
class). See Repeat Factors, page 11-18, for 
instructions On repeating entries. 
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An error message is displayed on the screen each 
time Time Manager is given an improper command 
Of inappropriate parameters. Most error messages 
explain the problem clearly and suggest the remedy. 
To proceed after an error message has been 
displayed, press the ESC key to clear the screen. 
Re-enter the information correctly. 


When you become proficient with Time Manager, 
you may wish to eliminate error message display. 
You may do so by setting the error message flag 
according to the instructions on page 11-7. Though 
error messages will no longer be displayed, Time 
Manager will still alert you when an error has 
occurred by sounding a tone. 


ERROR MESSAGES 

‘Bump... 

An attempt was made to move off the screen or 
beyond the last entry on a day page. Press any key to 
clear the screen. 

?Can't use on starred entries... 

The operation requested cannot be performed on 
an entry with a star (* ) priority. 

*Day out of range . 

When using the move feature, the destination date 
specified was less than one or larger than the 
number of days in the month. 


‘Improper number format... 


Numbers were entered incorrectly in repeat mode 
(/R). 
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‘Inappropriate command... 


Requested command cannot be implemented at 
current level. 


*Incorrect time format... 


Inappropriate characters were encountered in a /B 
command. 


?Month file not on this diskette ... 


Indicates an attempt to select a month outside 
the year contained on the DATA diskette. 


Month out of range... 


Month specified is not contained on the DATA 
diskette. 


?No entry in MOVE buffer . . . 


Buffer is empty. 
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You have attempted to exceed capacity of Time 
Manager diskette. Press ESC to continue. 


?No error reported... 


The question mark key (?) was pressed when no 
error warning was sounded. 


?No indicated entry... 


An operation has been requested when no entry is 
displayed on the screen. 


NOT A TM DISKETTE. [ENTER] TO RETRY ... 


An attempt was made to copy entries onto a DATA 
diskette which has not been formatted for use 
with Time Manager. Press ENTER to try to copy 
again. Press ESC to abort. 
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ONE MOMENT PLEASE ... 


Time Manager is reading or writing information 
on the DATA diskette. 


Printer not available ... 


An attempt to print has been made with no printer 
connected to the computer, the printer is not 
turned on, or, the printer is off line. Press ESC to 
abort. 


“REPEAT went off end... 


The number of times an entry is to be repeated 
exceeds the capacity of the diskette. 


This is NOT a 40 column Time Manager DATA 
diskette ... 


The wrong DATA diskette is in the selected 
diskette drive. 


This is NOT an 80 column Time Manager DATA 
diskette ... 


The wrong DATA diskette is in the selected 
diskette drive. 


Unable to format... acknowledge ... 


A write protected diskette is in the drive which 
the program is trying to format, no diskette is in 
the diskette drive the program is trying to format 
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or, the diskette drive door is not closed. Press 
ENTER to retry. Press ESC to abort. 


..Unable to read ... acknowledge ... 


An improperly formatted diskette is in the drive. 
There is no diskette in the drive which the 
program is trying to read. The diskette drive door is 
not closed. Press ENTER to retry. Press ESC to 
abort. 


...Unable to write ...acknowledge ... 


A write protected diskette is in the diskette drive to 
which the program is trying to write, no diskette 

is in the diskette drive the program is trying to 
write, or the diskette drive door is not closed. 

Press ENTER to retry. Press ESC to abort. 


‘Unknown command or option... 

An invalid command or a command which need not 
be followed by ENTER (such as /A) has been 
followed by ENTER. Press ESC. 

‘Unknown period type... 

A time period other than D, W or M was specified in 
repeat mode. 

“Year out of range... 

An attempt has been made to move beyond January 


1901 or December 2155. 


Consult your IBM Personal Computer Disk Operating 
System Manual, Appendix A, for a discussion of 
messages not documented in this manual. 


APPENDIX B. SELECTING YOUR 


DISPLAY SIZE 


Time Manager comes with the 80 column display 
size already selected. To manually select the 40 
column version of Time Manager or to change from 
the 40 column format to the 80 column format, 
proceed as follows: 


l. Remove the write protect tab from the Time 
Manager PROGRAM diskette and save it. 


2. Insert your DOS diskette in diskette drive A 
and push down the load lever. 


4. Position the System Unit Switch to ON, or,if 
your computer is already on, press the DEL 
key while holding down the CTRL and ALT 
keys to perform a system reset. 

4. Enter the date and press ENTER. 

a When the “A>” prompt appears on the screen, 
remove the DOS diskette and insert the Time 
Manager PROGRAM diskette in drive A. 


6. If you want to use the 40 column version of 
Time Manager, type: 


display 40 
and press ENTER. 


If you want to use the 80 column version of 
Time Manager, type: 


display 80 


and press ENTER. 
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When the computer is finished, you will see 
this message: 


“Your Time Manager PROGRAM diskette is 
now ready for use.” 


Remove the Time Manager PROGRAM 
diskette and replace the write protect 
tab over the notch in the diskette. 
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SOME STATES DO NOT ALLOW THE 
EXCLUSION OF IMPLIED 
WARRANTIES, SO THE ABOVE 
EXCLUSION MAY NOT APPLY TO 
YOU. THIS WARRANTY GIVES YOU 
SPECIFIC LEGAL RIGHTS AND YOU 
MAY ALSO HAVE OTHER RIGHTS 
WHICH VARY FROM STATE TO 
SIATE. 


IBM does not warrant that the functions 
contained in the program will meet your 
requirements or that the operation of the 
program will be uninterrupted or error 
free. 


However, IBM warrants the diskette(s) or 
cassette(s) on which the program ts fur- 
nished, to be free from defects in materials 
and workmanship under normal use fora 
period of ninety (90) days from the date of 
delivery to you as evidenced by a copy ol 
your receipt. 


LIMITATIONS OF REMEDIES 


IBM's entire liability and your exclusive 
remedy shall be: 


|. the replacement of any diskette(s) or 
cassette(s) not meeting IBM's “Limited 
Warranty” and which ts returned to 
IBM or an authorized IBM PERSONAL 
COMPUTER dealer with a copy of your 
receipt, or 

2. if IBM or the dealer is unable to delivera 
replacement diskette(s) or Cassette(s) 
which ts free of defects in materials or 
workmanship, you may terminate this 
Agreement by returning the program 
and your money will be refunded. 


IN NO EVENT WILL IBM BE LIABLE 
TO YOU FOR ANY DAMAGES, 
INCLUDING ANY LOST PROFITS, 
LOST SAVINGS OR OTHER 
INCIDENTAL OR CONSEQUENTIAL 


DAMAGES ARISING OUT OF THE 
USE OR INABILITY TO USE SUCH 
PROGRAM EVEN IF IBM OR AN 
AUTHORIZED IBM PERSONAL 
COMPUTER DEALER HAS BEEN 
ADVISED OF THE POSSIBLITY OF 
SUCH DAMAGES, OR FOR ANY 
CLAIM BY ANY OTHER PARTY. 


SOME STATES DO NOT ALLOW THE 
LIMITATION OR EXCLUSION OF 
LIABILITY FOR INCIDENTAL OR 
CONSEQUENTIAL DAMAGES SO 
THE ABOVE LIMITATION OR 
EXCLUSION MAY NOT APPLY TO 
YOU. 


GENERAL 


You may not sublicense, assign or 
transfer the license or the program 
except as expressly provided in this 
Agreement. Any attempt otherwise to 
sublicense, assign or transfer any of the 
rights, duties or obligations hereunder is 
void. 


This Agreement will be governed by the 
laws of the State of Florida. 


Should you have any questions 
concerning this Agreement, you may 
contact IBM by writing to IBM Personal 
Computer, Sales and Service, P.O. Box 
1328-W, Boca Raton, Florida 33432. 


YOU ACKNOWLEDGE THAT YOU 
HAVE READ THIS AGREEMENT, 
UNDERSTAND IT AND AGREE TO 
BE BOUND BY ITS TERMS AND 
CONDITIONS. YOU FURTHER 
AGREE THAT IT IS THE COMPLETE 
AND EXCLUSIVE STATEMENT OF 
THE AGREEMENT BETWEEN US 
WHICH SUPERSEDES ANY 
PROPOSAL OR PRIOR AGREEMENT, 
ORAL OR WRITTEN, AND ANY 
OTHER COMMUNICATIONS 
BETWEEN US RELATING TO THE 
SUBJECT MATTER OF THIS 
AGREEMENT. 
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